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1.1. CEDEFOP introduction 

The aim of this publication is to 
assist those establishing vocational 
preparation projects and programmes 
by drawing on experience gained in 
a number of Member States of the 
European Communities. In order to 
understand the way in which this 
assistance is presented, it is necessary 
for the reader to know a little about 
the process by which this handbook 
was produced. 

Following the publication by the 
Commission of its Recommendation 
to the Member States on vocational 
preparation for young people who 
are unemployed or threatened by 
unemployment in July 1977,* CEDEFOP 
asked Community Projects Foundation, 
a London-based community and youth 
work organization, to establish a 
small working group of practitioners 
in the field of vocational preparation 
and to see how far there could be a 
useful exchange of experience and 
information between those in this field. 

This group was centred on project 
managers from five Member States 
(Denmark, the Federal Republic of 
Germany, Ireland, the Netherlands 
and the United Kingdom), and included, 
in order to set the particular projects 
in a wider context, a representative 
of a national training authority in 
each of the Member States concerned. 
The group met regularly during 1978 
and 1979, and visits were undertaken 
to a a number of projects. At the 
conclusion of this initial stage, 
CEDEFOP, published a report entitled 
'Vocational preparation of unemployed 
young people — a study based on 
vocational preparation projects in 
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five Member States of the European 
Communities', written by Jeremy 
Harrison of CPF. 

It is available from CEDEFOP in 
English, French, German and Italian. 

From this report it was clear that 
the members of the group, in spite 
of the very different financial, legal 
and organizational frameworks in 
which they operated, were not only 
confronted with very similar problems, 
but also tended to seek solutions to 
those problems along similar lines. 
Both Community Projects Foundation 
and the group were able to answer 
in the affirmative to the question as 
to whether they felt that by continuing 
to work together, they could produce 
a handbook which would help those 
establishing vocational preparation 
projects. Accordingly the group, now 
extended to include projects in Italy 
and France, continued to work during 
late 1979 and 1980. This publication 
is the chief result of their work 
together. It has been written by Jeremy 
Harrison, assisted by Michaela 
Dungate, on the basis of the 
discussions of the group. While on 
aii the important issues there was 
virtual unanimity in the group, not all 
the members of the group would 
necessarily agree with the content 
of, or the manner of expressing, every 
single point in the handbook. Further 
products from the work of the group 
are summary descriptions (prepared 
during late 1980) of each of the 
projects in the network, and a paper 
concerning criteria for good vocational 
preparation. 

The handbook has been constructed 
for use as a tool in planning vocational 
preparation initiatives. It is not 
prescriptive, because such an 
approach would not be valuable at 
national level, and would be even 
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less so at Community level. The 
approach is to Indicate the questions 
which everybody planning vocational 
preparation initiatives must ask 
themselves and to suggest lines along 
which answers to these questions 
should be sought. Examples of 
answers, used by the projects in 
which members of the group are 
involved, form a substantial part of 
the document. 

In general, terms and the context 
in which they are used are explained 
in the handbook. However three 
problems, which are partly ones of 
definition, but which could raise 
deeper issues and lead to 
misunderstanding about the objectives 
and scope of the handbook, need 
clarification here in order to avoid 
ambiguity. They are: 

(D 

what is meant 

by vocational preparation? 

(2) 

what type 

of vocational preparation projects 
are considered in the 
handbook? and 
(3) 

what are the links 

between vocational preparation and 
vocational training? 

Almost ail types of education and 
vocational training can be defined 
as vocational preparation in that they 
help the young person move from 
school to work, from a position of 
adolescent dependence to on"* of 
adult independence. In this handbook 
a narrower definition of vocational 
preparation is used. It is one that 
treats vocational preparation in the 
context of initiatives for the young 
unemployed who in most cases have 
left the educational system without 



obtaining any occupational skill or 
academic qualification. 

Secondly, our concern is with 
vocational preparation projects which 
are not based entirely or even largely 
within a traditional educational or 
training institute. In all the projects 
connected with the production of this 
report, there is a large degree of work 
experience which may take place in 
a specially constructed workshop or 
in established companies. 

Thirdly, the need for vocational 
preparation projects of the type 
discussed in this handbook derives 
partly from the fact that the young 
people concerned have not been able 
to benefit fully from the compulsory 
education system, partly from the 
shortage of suitable places in 
vocational training or further 
education, and partly because of the 
continuing rise of unemployment. 
Vocational preparation initiatives of 
the type considered here are not seen 
as a replacement for vocational 
training or further education which 
may lead to qualifications. Rather 
they should be seen as closely linked 
with such provisions. In ail the projects 
considered, there is a contact with 
further education and vocational 
training provision. A number of the 
projects are organized by vocational 
training authorities with a view to 
assisting young people, who otherwise 
would have difficulty in doing so, 
enter a vocational training which 
leads to both a recognized 
qualification and improved 
employment prospects. 
Indeed In the view of some 
members of the group 
vocational preparation should H 
be seen primarily as an H 
integral part of a vocational ■ 
training programme. | 



A further general question, which 
the reader of this handbook may 
pose, Is why these particular projects 
were selected. As indicated above, 
selection took place in 1978 and in 
1980. At the time of the initial 
selection, we hoped to find projects 
which were more uniform in being 
'workshop 9 based. This In the event 
was not possible, and the reader will 
see the projects vary considerably. 
In the discussions in the group, 
however, this has not proved to be a 
disadvantage, and indeed the diversity 
of approaches was enriching. Neither 
CEDEFOP nor the project managers 
would claim that any one of the 
projects has achieved completely all 
the objectives which they have laid 
down. All have weaknesses which 
they would be the first to admit, as 
well as the strengths with which the 
handbook will deal. It has been 
interesting to note how, during the 
three years in which the group has 
worked, many of the objectives and 
methods of the projects have evolved, 
as they learnt from their own 
experience and because of press jres 
deriving from the environment in 
which they operated. This process 
of evolution, and the problems it 
presents, is one which will continue, 
and the planner and practitioner of 
vocational preparation must be 
prepared to accept and face up to it. 

Michael Adams 
Project-Co-ordlnator 



1.2. Who produced this handbook?™^ 

This handbook was complied by 
Community Projects Foundation (CPF) 
under contract to the European Centre 
for the Development of Vocational 
Training (CEDEFOP). It was written 
by Jeremy Harrison, assisted by 
Mlchaela Dungate. 

Its scope, structure and content 
were discussed at meetings of a 
group of practitioners and 
administrators of vocational 
preparation drawn from seven Member 
States of the European Communities. 

Those who participated regularly 
in the group were: 

Denmark (DK) 
Carsten Jarlov 
Svend Tychsen 

Direktoratet for Erhvervsuddannelserne 
(Directorate for Vocational Training, 
Ministry for Education), Copenhagen. 

Arne Thomson 

Amtskommune (Local Authority), Vejle. 

Federal Republic of Germany (D) 
Wolfgang Becker 
Bundeslnstltut fOr 
Berufsbildungsforschung (Federal 
Institute for vocational training 
Research), Berlin. 

Horst Achim Kern 

Senat for Famllie, Jugend und Sport 
(Department for Family, Youth and 
Sport), Berlin. 

Otto Langeneckhardt 
International Bund fOr Sozlalarbeit 
(International Association for Social 
Work), DQsseldorf. 



France (F) 
Jacques Gagnier 
Greta B6arn - SouSe 
Jurangon. 

Jean-Gabriel Meilhac 

Agence Nationale pour le 

D6veloppement de PEducation 

Permanente (ADEP) 

(National Agency for the Development 

of Permanent Education), Paris. 

Ireland (IRL) 
Robert Murphy 

AnCO/The Industrial Training Authority, 
Dublin. 

Guss O'Connell 

St Vincent's Day Centre Workshop, 
Dublin. 

Italy (I) 

Silvio Digennaro 
Regione Liguria 

Assessorato Formazione Professionale 
(Vocational Training Administration 
of the Region of Liguria), Genoa. 

Paolo Palomba 

Istituto per lo sviluppo della 

formazione professionale del lavoratori 

(ISFOL) 

(Institute for the Development of 
Vocational Training of Workers), Rome. 

Enrico Rovida 

Team Consultenti Associati, Genoa. 

Netherlands (NL) 
Teddy Wijnhoven 
De Putgraaf 

{Regional Institute for Technical 
Education), Heerlen. 



United Kingdom (UK) 
Pat Edwards 

Manpower Services Commission, 
London. 

Arthur Heel 

Intaskill Workshop (Sandwell), West 
Midlands. 

CEDEFOP 
Michael Adams. 

A number of others contributed by 
attending one or two meetings: 

Chris Allinson 

Co-ordinator, CPF Workshop Resource 
Unit. 

Bob Clemmett 

(formerly) Deputy Director, CEDEFOP. 
Tom Black 

Manpower Services Commission, 
London. 

Veronica Farry 
Senior Instructor, 
Community Workshops. 
Dublin. 

Bertram Hauf 

Jugendwerkstatt, K6ln-Gremberg. 
Bo Kyems 

Direktoratet for Erhvervsuddannelserne 
(Directorate for Vocational Training 
in the Ministry for Education), 
Denmark. 

Guy Mangin 

Agence Nationale pour le 
DSveloppement de I'Education 
Permanente (ADEP) - National 
Agency for the Development of 
Permanent Education. 

o 



John Morrison 

Independent consultant, (formerly 
Principal Careers Officer, Fife Region). 

Lisbet Roepstorff 

Sociologist attached to Nyt Arbejde. 

Burkart Sellin 
CEDEFOP. 

Robert Wogan 

Senior Instructor, Special Workshops, 
Dublin. 

While ideas and concepts from 
other sources were used and 
discussed, much of the inspiration 
for the handbook has come directly 
from the project ; with which members 
of the group were closely associated. 
These projects are: 

- Nyt Arbejde, Vejle, Denmark 
-Jugendwerkstatt, KOIn-Gremberg, 
FR of Germany 

-Ausbildung Jugendliche im 
Jugendhilfebereich, Berlin West, 
FR of Germany 

- Formation-Production, 
Oloron-Sainte-Marie, France 
-Centro Formazione Professional 
San Salvatore, Liguria, Italy 

-St Vincent's Day Centre Workshop, 
Dublin, Ireland 

- AnCO Community Workshops, 
Dublin, Ireland 

-Courses for the Young Unemployed 
(CJW), De Putgraaf, Heerlen, The 
Netherlands 

- Intaskill (Sandwell), West Midlands, 
United Kingdom. 



Brief descriptions of these projects 
are available from CEDEFOP in 
English, French, German and Italian. 

In addition a number of vocational 
preparation and training projects in 
Berlin were visited by members of 
the group and information and 
impressions gained from them have 
been extremely useful in compiling 
this handbook. The projects were: 

- Berufsinformationszentrum 
-Jugendausbauwerk 
-Universal-Stiftung Helmut Ziegner. 
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1.3. Glossary of terms 



A number of terms are used 
frequently in this handbook. They are 
all quite familiar but they may not 
carry the same precise meaning for 
everyone. In some cases they are 
general terms which, in this case, 
are being used in a precise way. 

Alternance 

Linked training and work systems, 
officially encouraged by the Resolution 
of the Council of the European 
Communities of 18 December 1979. 
One of the priority groups for the 
development of alternance is young 
people with no vocational training. 
Alternance depends, as does 
vocational preparation, on the belief 
that work experience can in itself be 
an integral part of education and for 
delivery on a partnership between 
employers and education institutions. 
CEDEFOP has published a special 
edition of its Bulletin (4/1980), and a 
report on a conference held In June 
1980 on this subject. A further major 
publication is also planned. 

Trainer 

Any member of the staff of an 
initative who gives direct education, 
training or advice to young people. 

Vocational preparation 

A combination of basic training, 
general and remedial education, work 
experience and cultural activities 
designed specifically to help young 
people to enter the labour market 
and provided separately and distinctly 
from other forms of education or 
training (of which the provision of 
some elements of vocational 
preparation may form a part). 



Vocational preparation initiative 

Part of an existing organization or 
institution, or a separate organization 
designed and set up to provide 
vocational preparation for young 
people. 

Voung person 

Anyone at the transition from 
full-time education to full-time work. 
In nearly all cases, aged between 16 and 
24 years, in most cases, aged between 
16 and 20 years. 

Unqualified young person 

One who has left school without 
academic qualifications, or with so 
few that they are of no use in 
attempting to secure either vocational 
training or employment, and who has 
not obtained a training place or job. 
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■s 1 A A p mMot j approach to vocational 

'Many of thoM who leave tohool 
at tho minimum tohool loavlng age 
do to because they find tht tohool 
ttmotphtrt unoongtnltl tnd 
unresponsive to thtlr tdolttotnt 
Interests. Therefore, tht vocational 
preparation piopottd should bt ttt 
ni t oonttxt appropriate to young 
aduttt and rtlattd olottly to thtlr 
practical nttdt. Formidable tttKt 
remain In developing tht right 
approaohtt and ayattmt .... Tht 
preparation should tqulp young ptoplt 
not only with tht social skills nttdtd 
at work, but alto provide tht basic 
practical training In a well-defined 
arta of akWs, such aa building, 
tnglnttrlng or off lot work. This basic 
training should bt to datlgnad at to 
tnabft tht tralnat to undtrtakt t 

rifle Job In tht chottn arta and 
to qualify him to movt Into 
recognized courses of operative or 
craft training.' 



Commlntori of rhe European Com- 
munltbi Aeoomrnender/ofl on 
vocartona/ pnptntton tor young 
people who art unemployed or 
rh/eefened with unomploymtnt: 6 
July 1977. 



preparation bhb^^m^^^^^^bh 

In rttpontt to high tnd growing 
Itvtlt of unemployment throughout 
the European Community, there has 
been increasing support for, tnd 
encouragement of, new training and 
retraining Initiative within tht Member 
Stttts. Special ttttntlon htt been 
focused on the problems of young 
people, especltlly those with poor 
qualifications or with no qualifications 
at all, attempting to enter the labour 
market for the first time. An answer 
to their problems Is being sought 
through the development of special 
vocational preparation initiatives. 

Vocational preparation Is not In 
Itself a new concept. There are 
numerous examples of vocational 
preparation throughout the European 
Community, mostly Involving the 
Introduction to school curricula of 
teaching about careers and work and 
somstlmes Involving the offer of some 
actual work experience, either within 
schools or on the premises of 
employers. 

What Is relatively new Is that the 
broad principles behind vocational 
preparation should be adapted and 
developed to form the practice of 
new special initiatives specifically 
designed for unemployed young 
people of 16 years or mora, and 
provided In adult not school settings. 

It Is widely recognized that 
vocational preparation Is neither a 
substitute for training, nor a means 
of reducing unemployment lovtls. 
What It can achieve Is to give those 
young people most In need access 
to the basic and preliminary skills 
they require In order to progress. So, 
throughout the European Community, 
governments tnd tht European 
Commission Itself have encouraged 
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the growth of initiatives which, despite 
their great local, regional and national 
differences, share the objective of 
helpina young people to make the 
transition from juvenile life at school 
to the adult world of work, training 
or post-school education. Such 
initiatives are likely to include some 
combination or selection of: 

- Basic skill training 

- Extension and development of 
skills through work experience 

- General education including social 
education (life and social skills) and 
remedial education 

- Subject education to complement 
and enhance training 

- Personal support and counselling 

- Sport, leisure, culture 

- Participation In planning and 
management. 

Some of these^iements are common 
to the systems funded In all Member 
States. Others, for example sport, 
culture and leisure, are often provided 
as extra elements and may not attract 
government funds. 

A great deal of rapid innovation in 
the field of vocational preparation 
has taken place without the benefit 
of the experience of others who have 
attempted similar initiatives before. 
In many cases vocational preparation 
Initiatives are providing combinations 
of education, training, production 
and social development, never 
previously considered feasible or 
necessary. Many of the new initiatives 
have been set up by public bodies 
which are consciously extending the 
scope of their activities. Many are 
organized by institutions or local 
bodies with no previous experience 
In the field. 



This handbook has been designed, 
and its Information provided, by a 
group of people from seven of the 
Member States/ who have all been 
involved in establishing vocational 
preparation Initiatives, relevant to 
the needs of young people in their 
particular localities and to the 
problems and potential of their local 
labour markets. Half of the participants 
In this group have been concerned 
with establishing, operating or advising 
individual initiatives. Half have come 
from national training agencies or 
from the relevant ministries in those 
seven Member States. 

The members of the group agreed 
to take part In devising the handbook 
because they accepted that they and 
young people In their countries do 
face a number of common problems, 
in addition, after discussions In 
meetings covering a period of more 
than two years, they recognized that 
the objectives and many of the 
methods employed In the initiatives 
which they have established to address 
those problems are the same. The 
group acknowledged that there are 
considerable local and national 
differences In the ways In which the 
problems manifest themselves. There 
are also Important national political 
and administrative differences 
affecting the kinds of vocational 
preparation initiatives which can be 
proposed. 

The handbook does not attempt 
to conceal these differences, but 
rather draws attention to them in 
order to encourage others to apply 
common principles and common 
approaches and techniques with 
maximum local relevance, and not 
simply accord 1 n to blueprints devised 
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and tested out in very different 
circumstances elsewhere. 

There were significant differences 
within the group regarding attitudes 
to the labour market and its capacity 
to provide stable and satisfying 
employment for young people. There 
were also differences of opinion about 
the responsibility of governments to 
intervene to attempt to ensure the 
existence of jobs. These 
disagreements partly reflected different 
local employment conditions and 
partly resulted from ideological and 
political differences. 

Behind these differences lay a 
common agreement that vocational 
preparation should be a broad 
educational application of an 
Integrated programme based on basic 
skill training, general education and 
experience of work, with the objective 
of expanding young people's horizons 
rather than restricting their prospects 
to insecure and unsatisfying work. 
This handbook has been written to 
reflect this objective by offering 
concrete advice and information to 
help others design and set up good 
initiatives In vocational preparation. 

The handbook explains a variety 
of settings in which vocational 
preparation can and already does 
take place, It Illustrates the very 
distinctive use of different kinds of 
education, training, production and 
social activities to be found throughout 
the European Community. It should 
leave no-one in any doubt about the 
viability and the value of combining 
for a single purpose the skills and 
diverse approaches of craftsmen and 
Industrial trainers, with those of 
educationalists, social workers and 
social activists. 
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However, the difficulties of planning 
and organizing such unconventional 
Initiatives are considerable. The 
consequences of failure to provide 
a good basis of both organization 
and training/education will Inevitably 
be particularly damaging to the people 
whom vocational preparation Is 
designed to help - the young 
unemployed people, who have already 
observed that the labour market has 
few, If any, jobs for them, and who 
In many cases can already see little 
but failure in their lives. 

It is the belief of everyone In the 
group responsible for this handbook 
- and, therefore, a constant theme 
In the handbook itself - that for 
these young people, the unqualified 
and the unemployed, the Important 
thing Is to offer them some security, 
an opportunity to begin to Identify 
their own abilities and a further chance 
to develop those abilities by using 
them successfully. 

This handbook Is intended to assist 
people from all kinds of organizations 
and institutions who can benefit from 
sharing the group's collective 
experience of facing the problems of 
planning and then delivering good 
vocational preparation. 



15 



1.5. How to use this handbook 



This handbook Is presented as a 
format for planning vocational 
preparation Initiatives for young 
people. Part of the argument for Its 
usefulness is that good planning as 
well as good Information is essential 
if vocational preparation is to be of 
high quality, and If It Is to reflect the 
high expectations many people have 
for Its potential. 

For anyone considering designing 
a vocational preparation Initiative for 
the first time the handbook contains, 
In what the compilers believe to be 
a logical sequence, the most Important 
of the many considerations which 
must be taken into account. The 
handbook should be read through 
systematically, referring back to the 
planning diagram on pages 16 and 17 
and to the reading and address lists 
contained in the annexes. These lists 
consist primarily of addresses and 
references known to the participants 
in the working group. They represent 
what they themselves have already 
found to be useful, rather than a 
comprehensive catalogue of everything 
that is available. The reading list is 
arranged so as to facilitate the reader 
In the search for material directly 
linked with the themes of the individual 
sections or this handbook. 

It is hoped that the handbook will 
prove equally helpful to existing 
practitioners for whom there Is at 
present very little specially designed 
material. They may choose to use 
the contents page and the diagrams 
to select areas of interest, or issues 
which are a problem. They may find 
it both encouraging and helpful to 
read the first-hand extracts from the 
descriptions of the activities of the 
initiatives closely associated with 



the production of the handbook. To 
these existing practitioners the 
handbook may be especially helpful 
as a resource for staff training, as 
an aid to planning change or 
expansion of an Initiative, or as a 
tool In identifying issues to be 
highlighted In any evaluation. 

The handbook cannot be read as 
a blueprint for successful action. All 
the Initiatives associated with It are 
themselves learning, developing, and 
making mistakes while they do so. 

It Is as full a 1 treatment as the 
working group could devise of the 
principal questions and problems 
encountered in designing, setting up 
and operating vocational preparation. 
The obligation to answer the questions 
and solve the problems must remain 
with the reader in the light of local 
needs. We believe that is the best 
way to construct high quality, relevant 
initiatives for young people as they 
make the transition from school to 
working life. 
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This handbook suggests a form and 

vocational preparation initiatives may cons 
of the questions and problems they will be 



A plan for good vocational prep 




All of these elements should be examined 



a sequence in which anyone planning new 
ider the steps they must take and some 
faced with. 



aration must include all of . . . 




ERIC 



The first Step in planning is the 
apparently simple but, in fact, extremely 
complex one of agreeing what the 
initiative is being set up to achieve. 
Examination of the objectives of the 
initiatives which formed part of the study 
group suggests that few, if any, of them 

The answers to questions ab 

- Thtteopt of vocational preparation 

- Potantlal oartleipente/traineee 

- Educational/training prlorKlee 

- RalatlonaMp to tha labour markot 

- RalatlonaMp to loot! political, educational, social and community Initiative* 



were based on the results of a thorough 
analysis of a7 these issues at the beginning 
I of their lives. However, each of the 
initiatives has been forced to face them at 
some point and their combined experience 
indicates that such questions are best dealt 
with as early as possible. 
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3.1. The scope of vocational preparation 



Vocational preparation Is essentially 
an integrated mixture of skill training, 
general and social education and 
personal counselling designed to 
help young people progress from 
school to working life. 

In the past, when unskilled and 
semi-skilled jobs have been quite 
readily available for most young 
eople, vocational preparation has 
een available mainly as part of formal 
education or skill training courses, 
but has rarely been offered to those 
who have left school unqualified. 

More recently, with demand for 
jobs much greater than supply, and 
with the disappearance of large 
numbers of unskilled and semi-skilled 
jobs, vocational preparation has been 
seen as an ideal medium for 
Identifying and upgrading the abilities 
of academically unqualified young 
people. It Is also widely seen as a 
useful medium for enhancing the 
abilities, and the understanding of 
the demands of working lif a, of young 
people who are adequately qualified 
but for whom there are no immediate 
employment or training opportunities. 

Vocational preparation is being set 
up in response to a decrease in 
numbers of available jobs, but In 
Itself it cannot create new jobs, it 
can only prepare young people for 
them when they appear. 

it is not only the number of jobs 
available which affect young people 
seeking some form of gainful 
occupation, but also the types of 
work available. Many of those actively 
Involved in the provision of vocational 
preparation have raised very serious 
questions about the advisability of 
offering preparation for jobs which 



are rapidly ceasing to exist. Those 
sponsors of vocational preparation 
who decide that It Is quite possible 
to prepare for working life - even 
to prepare to some extent for the 
possibility of unemployment itself - 
without any real certainty about what 
kind of work will be available, are 
faced with real conflicts between 
their need to deliver something which 
Is immediately concrete and useful 
to all the young people who come to 
them, and their need for something 
of far longer term value in their 
working lives. 

Vocational preparation Is sufficiently 
flexible to be adapted to fit Into 
different education and training 
systems. It can also be offered to 
young people of quite widely differing 
abilities. However, it does have 
limitations and these need to be 
recognized when objectives are set. 
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Vocational preparation can: 



- Inform young people about their 
own abilities and the relevance of 
these to the labour market; 

- give young people some real 
experience of work; 

- Inform young people about the 
labour market and the ways In 
which work Is organized; 

- provide counselling and personal 
support. 

Vocational preparation may be able to: h^mhmimmmmmm^^m 

- provide a young person with a 
direct link to a job or to a place In 
further education or skill training. 

However, vocational preparation cannot by Itself 

- offer complete skill training, 
though it Is possibio <o Integrate 
vocational preparation and 
vocational training leading to a 
recognized qualification In one 
programme; 

- become permanent work; 

- provide a firm guarantee of 
work after It is completed; 

- change the conditions of the 
labour market; 

- alter social conditions. 



It Is Important that the young people 
taking part in vocational preparation 
initiatives, together with all members 
of staff, are aware of what can and 
cannot be achieved. A clear 
understanding at the outset should 
enable participants to benefit more 
fully from what Is being offered. Young 
people should be able to enjoy their 
experience of vocational preparation. , 



They should take encouragement and 
strength from it. They should discover 
aptitudes and abilities in themselves 
which they did not previously know 
were there. They may well work hard 
and make Important decisions about 
the kinds of careers they want for 
themselves, but they must be helped 
to be realistic. 



■3.2. Potential participants/trainees mihmhmhb^^h^^^mim 

Vocational preparation should for describing the young people who 

Ideally be available In some form or are the participants and trainees In 
another to all young people to help vocational preparation Initiatives, 
them to make the difficult transition 
from school to work. Elements of 
vocational preparation are often 
available within schools providing 
some practical work experience or 
career counselling. 

Nevertheless, for young people 
who receive no formal vocational 
training after school, organized 
vocational preparation has never been 
available, although It has always been 
needed. This need Is especially true 
for the 30 % or more young people 
In many Member States of the 
European Communities who have 
traditionally left school unqualified 
or minimally qualified and have gone 
Into unskilled or semi-skilled jobs, 
often changing them with some 
frequency. High levels of 
unemployment have Increasingly 
made It necessary for those who 
believe In the Importance of vocational 
preparation to begin to provide It for 
this predominantly unqualified group. 
This Is being done In the belief that 
such young people can take advantage 
of It to compete more effectively for 
available jobs and, In a significant 
number of cases, can discover and 
develop abilities which were not 
obvious during their school life. 

There Is no doubt that the way In 
which young people come to see 
themselves Is strongly Influenced by 
the views which other people have 
of them. Many young people are quite 
wrongly persuaded by parents, friends 
and by the media that they are to 
some extent to blame for their own 
unemployment. This Is an Important 
consideration for anyone responsible 9 Q 
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Shorthand terms are often used to 
describe unemployed young people - 
they can be damaging unless used with 

great care 



Common generalizations: Young unem- 
ployed people tend to be ... 



Definitions Intended to be helpful: Young 
unemployed are likely to be . . . 



Unmotivated 



Unsoclallzed 



This term is entirely 
unhelpful unless 
qualified in detail. 
Motivation depends on 
a belief that jobs or 
training may be 
available. If young 
people are unmotivated 
it is probably because 
adults are pessimistic. 



This term is more or 
less meaningless. 
Everyone knows that 
unemployment tends 
to strike first at people 
who already have other 
problems or 
disadvantages. It then 
makes many of them 
worse. But high 
unemployment also 
strikes at people with no 
other problems at all. 



Unskilled 



Unqualified 



Inexperienced 
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Many young people 
who have just left 
school are likely to be 
without formal skills. 
The question is what 
level of skill training 
they are able to take 
on, and what mix of 
skills will be relevant to 
them. Others with some 
formal skills may not 
be able to apply them. 

But even those who 
have some academic 
qualifications may not 
find them useful in 
getting training or jobs. 
Many academic 
qualifications are bad 
guides to ability. Many 
able people fail to 
secure such 
qualifications. 



Young people by 
definition lack the 
experience they can 
only acquire by working 
or being trained. This 
is why good vocational 
preparation needs to 
include some element 
of work experience. 
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These terms seem to be more or 
less unavoidable and occur In the 
most sympathetic and supportive 
contexts. They arl'.e In many of the 
descriptions of participants offered 
by the Initiatives linked with the 
production of this handbook. 



^h^^hh illustrations 

I Nyt Arbejde, Vejie, DK 

I The project alms at helping 
■ principally the young who have left 
the traditional school pattern after 
8 to 10 years of schooling and who 
have not completed any continued 
schooling. Because of the 
exceptionally high unemployment 
rate for women, the project addresses 
Itself mainly to young women. 

Of the 30 young people, who started 
In the project in May 1980 and 
remained In It until the 1st January 
1981, 27 were women and 3 were 
men. Most of the entrants were aged 
between 20 and 24, having left school 
after the 9th or 10th years of schooling; 
a few had less school education, a 
few had more. 

None of the participants had 
completed a vocational training 
course. About two thirds had 
experienced some sort of a job but 
the rest were school-leavers or came 
straight from another form of 
Interrupted training before becoming 
unemployed. Only one or two of the 
participants had been unemployed 
for more than one year. Most of them 
were unemployed between 6 months 
and one year. 
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Jugendwerkstatt K6in-Gremberg, 
Nordrhein-Westfalen, D 

The learning and training 
opportunities offered at the Youth 
Workshop are Intended for unemployed 
juveniles from Kalk, Gremberg, and 
the Immediate vicinity who have left 
a lower secondary school or special 
school without any formal 
qualification. For young foreigners, 
a knowledge of German Is a 
prerequisite for admission. 

Special consideration Is given to 
unemployed girls who are known to 
have fewer opportunities on the labour 
market than boys. The admission 
criteria also favour those juveniles 
of both sexes who either are not 
covered by the opportunities currently 
offered by the labour administration 
or have already taken up these and 
failed. 

Experience has proved the necessity 
of making training places available 
for those boys and girls who, on 
account of their learning difficulties 
In a formal school context, have been 
prematurely released from lower 
secondary school, a special school, 
or their school-based vocational 
preparation year. 



Jugendhlifebereich, Berlin West, D 

Participants in the pilot project are 
primarily those young people who, 
because of their social situation, 
have no opportunity or are not 
motivated to take up vocational 
training. They are youngsters who: 
- are not, or no longer, reached by 
the general vocational schools and 
industry nor, because of their 
educational and motivational deficits, 
by any other institution; 



- because of their socialization 
deficits, are cared for by the 
Juaendhilfe services; 
-face the threat of being brought 
up in an institution. 

Many of these youngsters have left 
general schools without the 
Hauptschule leaving certificate (the 
lowest educational qualification in 
the Federal Republic of Germany, 
the Hauptschule being roughly 
equivalent to a British secondary 
modern school) or a school for those 
with learning difficulties, with or 
without a leaving certificate. Equal 
numbers of boys and girls are trained 
under the pilot project and foreigners 
are not excluded. 



Formation-Production, 
Oloron-Salnte-Marle, Aqultalne, F 

The trainee population can be 
described as follows: 

Carpentry section - a heterogeneous 
group in that they: are aged from 16 
to 24; have educational qualifications 
varying from the Certif icat d'Education 
Professionneile (CEP) which is the 
certificate of vocational education 
obtained after one year's vocational 
education, to the Baccaiaureat; may 
or may not have working experience; 
come from several different 
geographical areas. The only common 
denominator is that they are ail 
unemployed. 



Masonry section - a more 
homogeneous group in that: the 
average age is 22-23; participants 
have obtained Certificat d'Aptitude 
Professionneile (CAP) (Vocational 
Training Certificate), Brevet d'Etudes 
Premier Cycle (BEPC), which is a 
certificate to mark the end of the first 
cycle of secondary education. 



St Vincent's Day Centre Workshop, 
Dublin, IRL 

The Day Centre was opened in 1976 
to provide a day shelter for the many 
unattached young people who frequent 
inner-city night shelters or who sleep 
rough in the city centre. The age 
range is 15-35 with the majority 
being in the 18-25 age bracket. Some 
come from broken homes; others 
from inadequate family backgrounds; 
others from an institutional 
background; some have opted out of 
their families or have been rejected 
by their families. Some have had brief 
periods in penal institutions. Most 
of them would lack any basic formal 
education. 

Some participants are from the 
inner city, but a good percentage 
have drifted in from the suburbs or 
from country areas. Some are married 
with families and some others are 
single parents. Very few have had 
any real work experience with 
consequent loss of self-image, 
confidence and sense of purpose in 
life. In recent times, some unemployed 
young people from the immediate 
vicinity have also begun to use the 
Centre and, while they may have a 
fixed abode, they can identify with 
many of the frustrations and 
inadequacies of the main group. 
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tag the first tlx months, s group 
of sbout 40 to SO young psopls bsosms 
known to ths staff of the Day Csntrs 
from which grtw s trusting snd 
productive relationship. They fslt thsy 
wsrs gsttlng Into s vicious droit from 
whloh thsy could not ssotps. Thsy 
wsntsd to do somsthlng about thslr 
situation. Ths nssd for s broadly-based 
sduostlonsl/trslnlng snd psrsonsl 
dsvslopmsnt progrsmms wss Identified 
ss s priority. 

kites** (tendweih, Wsst Midlands, UK 

Intaaklll oatsrs for 10 to 10 yaar 
oM fsmsls and mala unemployed 
psopls, who art disadvantaged 
beosuse of one or more of the 
following reaaona: 

(a) no formal qualifications 

(b) Insufficient qualifications 

(c) lack of self-confidence 
d) Inability to communicate 

a) no previous work experience 

f) socially disadvantaged 

g) see no other alternative. 

Moat of our clients will be 
endeavouring to find explanations or 
answers to: 

(a) why should I train If there are no 
lobe? 

(b) why ehould I truat you after all 
that haa happened? 

(c) how do I know you will not reject 
me? 

(d) why should I have any faith In you 
white people? 

(e) why ehould I work with those 
blacks? 

(f) how can I manage on a training 
allowance? 

(g) what is the point In trying anyway? 
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(h) how do I know that you can help 
me when I am already called 
unemployable and a failure? 



It Is Inevitable that descriptions of 
participants, especially those dsslgnsd 
with slthsr politicians or fundsrs In 
mind, should be constructed to msks 
It closr thst such Initiatives are being 
directed at thoss who most nsed 
help. Although the Intention Is simply 
to prove ths vslus of such Initiatives, 
ths resulting impression of ths 
participants can sometimes be 
Inaccurate. 

The most realistic test of ths 
accuracy and acceptability of 
descriptions of participants is probsbly 
whsthsr or not thsy csn actually be 
shown to ths young people In question. 
As s gsnsrsl rule, It Is most unwise 
to writs sny description of young 
people which they themselves cannot 
be allowed to read. 
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If shorthand terms are used, they require 
a good deal of explanation and 
qualification before they can provide an 
adequate description of any group of 
unemployed young people. 

It is best to balance such descriptions 
with more detailed assessments of the 
characteristics of the young 
unemployed. By trying to gain 
information about their local 
environment and individual traits, a more 
precise picture can be formed 
concerning both their personal and 
group needs. 



What Is their background?! 



What social and physical conditions do they live In? 

What educational facilities exist in the locality? *f% 

What counselling and social work facilities exist? JJf 

What social and leisure facilities exist? Q) 

What traditions of work affect them? ^ 



What kind of Individuals are they? 



What abilities do they have? Q 
What have they achieved? 2* 
What are their ambitions? w 
What Interests do they have? B 2P 
What family or social support do they have? fl 
What do other members of their families do? 
Do they have any particular problems? 
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Many of the questions listed here 
can only be put directly to the young 
people concerned, some of them only 
after they have agreed to become 
participants In vocational preparation. 
Yet It Is usually necessary to have 
some Idea of a number of broad 
characteristics and consequent 



predicted needs at an early stage In 
the planning of vocational preparation 
Initiatives. Of course the ways In 
which participants and their needs 
are Identified are bound to differ from 
one locality to another, as the 
following examples demonstrate. 



i= 



illustration 



Method of Indentlfylng 
target group 



Initially predicted needs 



AnCO Community 
Workshops, Dublin, IRL 



Intasklll (Sandwell), 
West Midlands, GB 



Mainly as a result of a 
large number of 
Inner-city residents not 
applying for, and In many 
cases when applying 
falling to gain admission 
to, AnCO mainstream 
courses. The group was 
also Identified by surveys 
carried out by AnCO's 
Research and Planning 
Department. 

In 1975, the Birmingham 
Metropolitan District 
Council, having 
recognized the serious 
problem of 

unemployment among 
the city's young school 
leavers asked 
Community Projects 
Foundation to carry out 
a survey In the city and 
recommend practical 
methods of alleviating 
the problem. As a direct 
result, Intasklll was 
established. 



The need for a facility to 
provide a broad range of 
technical skills, together 
with a need for life and 
social skills training to 
develop confidence and 
a positive self Image. 



The opportunity to: 

- be given a chance to 
work; 

- be offered practical 
careers guidance; 

- work with people and 
be part of a team; 

- discuss personal 
problems; 

- find a temporary 
anchoring place. 
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It should be added that whatever 
the apparent needs of the young 
unemployed, It is Important to build 
in sufficient flexibility to allow 
Initiatives to adapt to emerging, or 
sometimes changing, group and 
individual needs. 

it is recognized that special 
vocational preparation initiatives are 
dynamic measures which are being 
set up precisely because they can 
offer suitable combinations of training, 
education, work experience and 
counselling to young people for whom 
no other provision is available. To an 
observer, the participants of such 
initiatives often appear to represent 
only some particular sub-group within 
the overall spectrum of the young 
unemployed. 

Sometimes there are far more males 
than females, or vice versa. Sometimes 
initiatives are principally made up of 
the children of immigrants or of 
representatives of particular ethnic 
groups. Some initiatives cater for 
large numbers of physically or mentally 
handicapped young people, whereas 
others may offer few or no places to 
this group. 

This may be by design, as some 
Initiatives are clearly set up to serve 
specific groups among the young 
unemployed and their objectives 
reflect this Intention. On the other 
hand, It may simply be the result of 
catering to the characteristics of 
unemployment In a given locality. 
Ethnic minorities often find themselves 
more seriously disadvantaged - in 
effect, discriminated against - than 
other groups within certain 
communities. In some localities, there 
are plenty of unskilled or semi-skilled 
jobs for women: in other areas, there 
may be none at all. There may be a 
local tradition among some groups 



not to register as unemployed and, 
therefore, not to seek alternatives to 
unemployments 

Whatever the reasons, It is vitally 
Important that anyone setting up a 
vocational preparation Initiative be 
able to define In advance the main 
characteristics of the young people 
who may become participants. This 
Information may not only affect the 
type of training offered, but may also 
affect decisions about which staff 
to employ and what social and 
physical amenities will be required. 



3.3. Education/training priorities 

Effective vocational preparation 
will be a mixture of education and 
training designed to meet the needs 
of young people for whom: 

conventional schooling may no longer 
be acceptable because of Its setting 
and context, or relevant because of 
Its approach and content, 

but for whom: 

direct access to apprenticeships or 
conventional training In a specific 
skill or group of skills Is either not 
possible or not appropriate. 

The initiatives associated with this 
handbook have set out to meet this 
need by providing, in some 
combination or another: 

basic skill training (wherever possible 
Identifying transferable skills and 
concentrating on the ability to transfer 
skills); 



experience of real work (both as a 
realistic context for training and as 
a means of learning about work 
outside the Initiative); 

general education! Including a wld6 
range of social education; 

remedial education when necessary 
(especially In literacy and numeracy). 

In some cases they have described 
their training and educational policies 
very fully. 



i Illustrations 

1st Vincent's Day Centre Workshop, 
1 Dublin, IRL 

Training and work programmes In 
St Vincent's Day Centre have one 
focal point - the Individual needs 
and personal development of the 
participant. The main thrust of the 
programme Is such that the participant 
will be (a fuller person) at the end of 
the course rather than have (a skill). 
The main product Is people. As far 
as possible training within the 
workshop is offered in the context 
of a real job. Work (projects) is 
accepted primarily on the basis of 
the value of the training It can offer, 
not the Income it can bring in. 

All activity Is directed towards 
developing life and social skills; 
technical and motor skills form the 
activity, life and social skills form 
the result. The programme helps the 

Sartlcipant to learn about 
imself/herself, to learn about 
structures In society and to develop 
the skills required In order to 
harmonize the two. It helps the 
participant to develop an appreciation 
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of his/her own potential and to 
discover his/her strengths and 
weaknesses. It helps the participant 
relate his/her ambitions and 
expectations to his/her own present 
and future potential. It helps them 
develop their sense of responsibility 
for their own lives and towards society. 

It sets out to show them the 
Importance of planning and the 
process and skills involved in 
decision-making. While leaving the 
main initiative with the participant 
all opportunities are availed of to 
help the individual use his/her leisure 
time in as responsible and as 
constructive a manner as Is possible 
In each case. 

Much of the success depends on 
the quality of the relationship between 
the instructor and the participant and 
between participants themselves. 
Every opportunely for the fullest 
Inter-action possible Is utilized. To 
this end, workshop experiences and 
previous work/life experiences of 
each instructor and participant are 
pooled and reflected upon, so that 
all can contribute to a real learning 
experience for this reason also, the 
Instructor is seen less as an 'expert 1 
than as another 'resource 1 person. 

Every effort is made to provide as 
'threat free* an environment as 
possible. Positive appraisal and 
'unconditional positive regard* 
summarize the attitude of the staff 
to each participant. The staff subscribe 
to the theory that, given the right 
conditions, adults will act responsibly 
In a given situation. It follows that 
participants 1 intentions are taken at 
face value but staff constantly 
challenge them as to the 
consequences of their actions. 

Participants are helped to evaluate 
and harmonize previously held 



opinions, positions and learning 
experiences both of a formal and 
Informal nature. Participants are 
encouraged to Identify and remove 
'blocks' to their learning and growth 
potential. 

The staff work together as a team 
to create the conditions necessary 
so as to allow each Individual to find 
out what he or she can do and where 
to do It. 



Centro Formazlone Professionale, 
San Salvatore, Llgurla, I 

Vocational training in the Region 
of Llyurla was conducted along 
traditional lines and did not meet the 
real needs of either party, the 
employers or the young people In 
search of jobs. 

A large number of young people 
who had dropped out of the market 
did In fact take advantage of the 
vocational training activities, but no 
allowance was made for their 
psychological rejection of school-type 
education. There was a need for 
different teaching methods, with work 
being used as the medium and channel 
for training. 

In Investigating trainees' attitudes 
to, and expectations of, the experiment 
on which they were embarking, it was 
found that almost every trainee was 
antagonistic to the school as an 
Institution and rejected its educational 
methods. 

We realized that, If we were to 
create a good relationship with these 
young people, we would have to 
reformulate our objectives, the material 
taught and our methods of teaching 
along lines radically different from 
the conventional patterns adopted 
In the school. What was needed was 



a wholehearted commitment to 'active 
learning 1 methods. Specific 
suggestions were made to the teaching 
staff: 

- Rigid timetables should be 
abolished. There should be no 
compartmentallzation, either of 
instructors or of subjects. The principle 
of learning targets' should be followed 
In allocating human and time 
resources. For instance, a trainee 
might be set the 'target' of 
understanding a physical phenomenon 
or technological process, or learning 
how a machine tool or instrument 
works. 

- Stress should be placed on the 
ways In which each branch of learning 
links with other branches and the 
realities of work. Work may be infinite 
in Its practical complexities, but the 
fundamentals are the same. Instructors 
should meet frequently so that they 
can constantly monitor progress and 
can define the next sub-targets on 

the list. 

- Preference should be given to 
inductive methods, even If this means 
not telling the trainees everything 
about a subject. If trainees first tackle 
a problem through practical experience 
and have to think through a real 
situation for themselves, they will 

find it easier to organize the study 
material systematically and arrive at 
the correct solution on their own. 

- Trainees should be encouraged 
to join with others In learning and to 
pool their experience. Group work 
should be the general rule. 

- Maximum encouragement should 
be given to experimentation, field 
work and the visualization of the 
subjects being taught, to meet 
trainees' very special need to learn 
by watching and doing. 



Intaskill (Sandwell), West Midlands, UK 

Life and social skills 

The staff at intaskiii (Sandweli) 
have become increasingly aware of 
the need for constant appraisal of 
life and social skill Input; In 
endeavouring to assist young people 
to meet the challenge presented by 
the need for Identification, the 
transition to work and the question 
'where am I going?', the staff have 
deliberately Interwoven life and social 
skill training Into the basic manual 
skill training. Intaskiii's approach Is 
twofold: 

(1) To Impart Information In group 
situations concerning 

- the Importance of planning 

- the Importance of decision making 

- the need for self motivation and 
development 

- how to present oneself to others 

- how to communicate, orally and 
In writing 

- the need to work with people 

- the need for authority and rules 

- the role of trade unions 

- job-seeking 

- the need for self discipline. 



(2) Individual guidance, counselling 
and problem sharing 

Each trainee can have his/her own 
personal problems which cannot be 
discussed in a group situation. 

All trainees are encouraged to talk 
to any member of staff with whom 
they have built up a respect/trust 
relationship at any time of the day. 

This element of life and social 
skills takes priority whatever the time, 



on the basis that 'no one can give 
one's best when beset by personal 
problems'. 

An analysis of three and a half 
years' work suggests that young 
people can be better prepared by this 
integral individual approach to cope 
with the problems arising during the 
transition process. 



Education 

Throughout the training programme 
trainees are encouraged to participate 
in related studies, which are integrated 
with practical training. Those trainees 
who express a desire to attend a 
further education college are given 
paid day release during the college 
term. 

Numeracy and literacy courses are 
arranged for those trainees who after 
discussion express the desire to 
participate. 

Ail staff are available on request 
to give Individual help and tuition to 
any trainee; and, work as a team 
the individual help and counselling 
element of life and social skills. 



luest 

ion to | 

im in I 

tiling I 

_i 



32 



33 



In order to get a clear idea of the 
mixture of training and educational 
options available to any single local 
vocational preparation initiative it is 
essential to consider carefully now 
the particular characteristics of each 
approach can be related both to the 
personal needs of the young people, 
and to the special economic and 
social conditions In the locality. 

The following questions need to 
be examined, and should lead to 
others which are more closely 
concerned with purely local conditions. 



Basic skill Real work General Remedial 

training experience with education education 

employers 



- What approach 
to transferable 
skills is likely 
to offer young 
people the 
best selection 
of local jobs 
and further 
training or 
education 
opportunities? 



- Can periods 
of real work 
experience 
with employers 
be properly 
integrated into 
personal 
training and 
education 
programmes 
for individual 
young people, 
or is the 
purpose of 
contact with 
employers 
simply to 
achieve 
placement in 
jobs? 



- is the purpose 
of general 
education to 
compensate 
for the 
deficiencies 
of the 
education 
system, or to 
introduce new 
principles of 
social 
education 
designed to 
help young 
people 
understand 
and live in 
their 

communities? 



- If remedial 
education is 
needed by 
participants, 
does the 
initiative have 
the right 
expertise and 
conditions to 
provide it? 



Which parts 
of the local 
labour market 
show the most 
signs of being 
capable of 
survival or 
development? 



Are both 
employers and 
trade unions 
likely to be 
able to be 
persuaded to 
support the 
objectives of 
a vocational 
preparation 
initiative? 



- is it desirable 
to integrate 
the provision 
of general 
education into 
the duties of 
the training 
staff, or might 
it be more 
desirable to 
secure the 
active 

cooperation 
of local 
education 
institutions? 



- is there a 
danger of too 
much of the 
initiative's 
activity being 
defined as 
remedial, 
therefore being 
kept at too 
low a level for 
the 

participants 
to benefit? 
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3.4. Relationship to the labour market 



- national and local 



The value of vocational preparation 
to a national labour market Is quite 
clear. It Is simply that It can Increase 
the supply of young people who have 
been educated to make the difficult 
transition from the relatively protective 
education system to the highly 
competitive adult world of work. It 
can be used to transmit basic skills, 
especially those which are essentially 
transferable, and It can provide a 
final chance to ensure that all young 
people are adequately educated In 
literacy, numeracy and other 
fundamental abilities. 
It Is assumed and widely accepted 
that some mixture of education and 
training related to the transition from 
school to work Is likely to: 

- Improve a young person's ability 
to make active vocational choices, 
rather than to accept passively what 
seems to be available; 

- make It easier for a young person 
to settle into an apprenticeship or a 
first job; 

- increase a young person's 
motivation io seek and accept further 
training, retraining or education later 
In life; 

- provide a basis of training and 
education about work to raise the 
standards of unskilled or semi-skilled 
young people who may never seek 
further education or training. 

It Is difficult to quantify the financial 
benefits of vocational preparation 
where the alternative Is simply that 
young people move directly from 
school to work without benefiting 
from It. It Is easier, on the other hand, 
to achieve some Idea of the costs to 
the community of vocational 
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preparation where the alternative Is 
unemployment. Since the direct and 
Indirect costs of maintaining even a 
young person In unemployment are 
nigh throughout the Member States 
of the Community, the net cost of 
offering the same person vocational 
preparation as an alternative Is quote 
modest. 

For example, at 1980/81 rates, the 
cost of offering a young school leaver 
a year's vocational preparation at 
Intasklll, funded by the British 
Manpower Services Commission was: 



Trainee allowance 
Snare c; Instructors' wages 
Training costs 
Estimated share of 
capital costs 



UKL3 950 



if unemployed, the same school 
leaver would be eligible to receive 
benefits of about UKL 1 000 per 
annum, in addition Intasklll expects 
to produce and sell goods during the 
year and, If It meets Its target, a 
trainee spending one year at the 
workshop might be expected to 
contribute, on average, UKL 200 worth 
of production. Moreover, account 
should be taken of the beneficial 
effects of Increasing each young 
person's spending power, and of 
providing jobs for managers, 
Instructors and administrators who 
would often otherwise themselves 
be unemployed. Thus the amount of 
money actually required to fund the 
workshop Is reduced and Is about 
UKL 1 800 per annum, per place. 

This figure does not allow for the 
reduction In demand for social and 
medical services among young people 
who might otherwise be suffering 
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from the increasingly weil-documented 
effects of unemployment. Neither 
does it take account of the personal 
benefits to the young people involved, 
nor of the long term gains from their 
acquisition of skiiis and easier 
transition to the labour market. 

The real value of vocational 
preparation In local labour markets 
will be a reflection not just of 
educational and training benefits, 
but often also of the social 
significance or even the economic 
activities of initiatives. They may be 
seen to affect the labour market in 
a number of direct ways: 

- by using the production base 
developed for training purposes to 
establish some permanent Jobs; 

- by developing prototypes for which 
others can set up production and 
create Jobs; 

- by encouraging employers to give 
more Jobs to young people; 

- by training to help reduce local 
skill shortages; 

- by training In such a way as to 
anticipate future local skill needs. 

The initiatives used to illustrate 
the suggestions made throughout 
this handbook demonstrate most of 
these possibilities. 



Examples of local relevance 



Nyt Arbejde, Vejle, DK An alternative workplace providing training In the 

organization of work, as well as In the specific skills 
needed to rear fish and pigs, grow greenhouse 
products and manufacture animal feed out of food 
waste. Producing so as not to compete with local 
industry, but producing and selling In significant 
quantities. 

Jugendwerkstatt, A training workshop making goods of use to the 
KOIn-Gremberg, community including items needed by the workshop 
Nordrheln-Westfalen, D itself and by the trainees themselves. 

Formation-Production, A training initiative designed to provide vocational 
Oloron-Salnte-Marie, preparation, renovate an old building for public 

Aqultaine, F social use and to provide trained masons and 

carpenters to fill a local skill shortage in small 
enterprises. 



St Vincent's Day Centre A training workshop supplying some basically 
Workshop, Dublin, IRL trained labour to local employers. Also using its own 

productive capacity to establish small cooperatives 

for its own ex-trainees. 



Centro Formazione A large technical school providing vocational 

Professionale, preparation and skill training in close association 

San Salvatore, with local large and small employers. Training for 

Liguria, I local crafts like furniture-making, and for large local 

Industries such the steel industry. 



De Putgraaf, Heerlen, NL A technical school running a vocational preparation 

course based largely on social education and 
counselling. Strong connection with local employers 
who give work experience and often jobs to young 

people while they are on the course. 

Intaskill (Sandwell), West A training workshop with a close connection with 
Midlands, UK small local employers, encouraging them to employ 

more young people and In some cases helping them 
with particular skill shortages. At the same time 
developing prototype products with a view to 
establishing new jobs. 



In order to manage any of these relationships, it is absolutely essential that 
any vocational preparation initiative secures the understanding and support of 
both trade unions and employers' organizations. 



3.5. Relationship to local political, educational, social and community Initiatives 



Vocational preparation Initiatives 
are often developed as a result of 
decisions taken In a political 
Institution (either national or local), 
In educational Institutions, or In local 
social Initiatives with a general 
concern for young people. In most 
cases, the vocational preparation 
Initiatives themselves reflect a mixture 
of the values and techniques 
customary In the educational and 
social work professions applied to 
the processes of training and 
production. In some they represent 
an effort by vocational trainers to 
adapt their techniques to the needs 
of young people affected by 
unemployment, or, equally Important, 



an acknowledgement that mut'i 
vocational training Is In danger of 
being too Inflexible to adapt to 
Industrial change. 

Naturally these antecedents tend 
to produce Initiatives which are novel 
In both their content and their form. 
In the same way that they affect the 
labour market, without actually being 
a full part of It, they also affect 
politicians, educators and social 
workers, and for the sake both of 
their own Institutional protection and 
development and of the needs of the 
young people they serve, they need 
to seek Informal and formal links with 
all of them at some time or another. 



3.5.1. Politicians i 



In addition to sharing the general 
training and educational objectives 
of vocational preparation Initiatives 
politicians may have their own special 
objectives, for example: 

- that they should keep as many 
young unemployed people occupied 
for as long as possible; 

- that they should provide particular 
goods or services for the community; 

- that they should train for specific 
skill shortages; 

- that they should prepare young 
people for any jobs whatever their 
pay or conditions. 

These objectives can, and do, result 
In the establishment of good 
vocational preparation Initiatives. 
However, they require examination 
because, under some circumstances, 
they could run directly counter to the 
more Important objectives of good 
"vbqatlonal preparation, even though 



the politicians themselves may also 
share them. Politicians cannot 
guarantee quality; they can only 
employ competent professionals to 
do It for them. 

Politicians may require to be 
represented on some management 
boards, or may need to be given 
formal reports of the progress of an 
Initiative, but more often they just 
require Informal contact, In many 
cases, Informal contact with politicians 
Is essential to ensure funding. 

Formal or Informal contact with 
politicians Is also vital for the sake 
of unemployed, unqualified young 
people. Unemployment Is a political 
Issue as well as an economic fact, 
and politicians need to be kept In 
touch with the measures being taken 
to alleviate It, so that they can support 
them by securing for them both 
recognition and cooperation. 
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3.5.2. Educators and the education system 



Many vocational preparation 
initiatives emanate from the education 
system and so need no further links 
with It In theory. In practice, the 
education systems in most Member 
States are both large and diverse. 
The fact that an initiative is closely 
connected to one part of It may not 
mean that it has any relationships 
with any other part. 

So, for these initiatives, as for the 
others which emanate either from 
training systems or from social 
initiatives, informal links with other 
educators and some formal links with 
the education system Itself must be 
sought to ensure that educational 
objectives can be set which 
complement rather than conflict with 
other educational provision, 



Formal contacts absorb a great 
deal of time and energy and so should 
probably be avoided except when 
they are highly advantageous or 
absolutely necessary. 

informal contacts are likely to be 
essential, if an Initiative Is to offer a 
good educational programme Itself 
and also be In a position to refer 
young people to suitable part-time 
or fuii-tlme courses elsewhere. 

There are possible benefits to be 
had from either formal or Informal 
links with the different parts of the 
education system. 



Benefits of educational links 



Link Purposes 



Secondary schools if acceptable to the young people, to know more 

about their educational backgrounds; to use the 
resources of schools to help less well-funded 
Initiatives; to influence the way schools teach young 
people about work. 



To obtain advice, and possibly sessional staff; to 
teach life and social skills; to provide basic or 
remedial education; to gain access to them in order, 
to pass young people on for top-up education or 
training; to gain access to resources and equipment. 



Universities To get help with expert services, such as research 

into products, management advice, planning help 
(especially from psychologists and sociologists), help 
with monitoring and evaluation. 
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Further education 
technical schools 



3.5.3. Social workers and social and community Initiatives 



Some vocational preparation 
Initiatives are developed as a result 
of work undertaken by existing social 
work agencies or community-based 
organizations. In such cases, there 
Is bound to be a strong bias towards 
the constructive use of social and 
community work philosophies and 
techniques. Whatever Its origins, any 
special measure for unemployed 
young people must offer more than 
education and training; It Is also a 
major social Investment. 

While many of the young 
participants In Initiatives have simply 
become the victims of economic 
forces beyond their Influence and 
would need no help at all If there 
were enough jobs, some participants 
will have problems In addition to and 
quite apart from being unemployed. 
It Is natural that unemployment should 
affect disproportionately those who 
are already disadvantaged. For them 
the chance to receive organized 
vocational preparation Is of far more 
significance than can be accounted 
for by the value of the training or the 
education alone: It represents a 
chance to be accepted, understood 
and helped. 

Some of the obvious elements of 
social support which can be offered 
to young people Include: 

- Increasing their self respect by 
giving them some status - the status 
of learning something adult and of 
being seen to do a proper Job; 

- putting them In dally contact with 
other young people who are also 
experiencing unemployment thus 
decreasing Isolation and encouraging 
group self-help; 



- providing access to staff members 
who can observe when there are 
problems and offer help and support. 

In the majority of cases, 
participation In a vocational 
preparation Initiative will also serve 
as a source of Income and this Is 
often a powerful contributory reason 
for young people's readiness to attend 
Initiatives. 

Because personal support and 
counselling constitute an Integral 
part of vocational preparation, It Is 
Important for all Initiatives to establish 
links with appropriate local 
Institutions. The types of contact 
likely to prove valuable Include: 

- liaison with hostel or home staff, 
In the cases of young participants 
who live In this type of 
accommodation; 

- contact with social workers/ 
counsellors who have legal 
responsibility for young people 
attending the Initiative; 

- Informal links with local youth 
workers On clubs, projects, social 
work agencies, drop-In centres, advice 
centres etc.); 

- Informal links with local community 
groups, for example tenants' 
associations, cooperatives, locally-run 
adventure playgrounds, etc.; 

- the use of professional consultants 
to provide staff support and/or training; 

- the use of professional consultants 
to provide research or evaluation 
back-up; 

- the use of outside speakers to 
explain to young people the functions 
of different social work or community 
organizations. 
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■ Such Institutions and organizations 
represent an Important rasouros In 
that thsy art ukaly to posssss s groat 
daal of ralavant information about, 
and undaratandlng of, tha 
eharaeterietloe, eultura and nssds of 
tha young unemployed. Soma 
vocational preparation Inltlatlvas will 
snsura that ona or mora mambars of 
thair staff hava professional social 
work qualifications; othars will nasd 
to rafy on referring young people to 
specialist counselling help If the need 
crises. 

Finally, come aeeceement must be 
made oonoemlng how much support 
young people are likely to need et 
the point of, and after, leevlng the 
Initiative. The effectiveness of 
vocatio nal preparation may well 
depend on the degree of 
encouragement a young person 
reoefvee during this period. It Is vital 
to take this Into eoneiderstlon very 
early in the planning process, se 
experience euggeete that this Is sn 
aree which Is often neglected. 

Where the need for ongoing support 
is predicted, deelelons must be mede 
ss to the moot appropriate source 
for thie kind of provision, if it Is 
decided that the Initiative) should 
offer thie, It Is Important to recognize 
the Implications In terme of both 
adequate staffing levels, end the kind 
of atari needed to ensure thet 
after-care is well executed. 



10. Steting objectives — 

Finally, It may be useful to note 
how ths Initiatives connsctsd to this 
handbook hava eet out their own 
ob|eotlves In the brief descriptions 
of thsmsslves, which thsy provided 
for uee In the hendbook. 

Eech Initiative hes no doubt et 
some tlms or enother written e longer 
end more comprehenslvs list of 
objectlvee end It Is probably necessary 
to do that et the plennlng stege of 
en Initiative). However, the exemples 
do Indicate the choice which heve 
been mede. They cleerly delineate 
the differences between the various 
Inltlatlvas but also Illustrate thslr 
common purposes. 
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I Nyt Arbtjdt, VeJIe, DK 
I The ah 



The aim of the project is twofold: 



- finding new and permanent 
placements through the efforts of 
the unemployed themselves; 

- giving the young unemployed 
confidence in their own abilities and 
a zest for an active life after 
completion of the project. 



Jugendwerkatatt Ktfln-Qremberg, 
Nordrheln-Westfaien, D 

Integration of young people into 
working life by way of 

- provision of basic knowledge and 
skills In the craft trades; 

- development of self-confidence 
and reliance on their own capabilities; 

- elimination of the isolation effects 
of unemployment; 

- strengthening and promotion of 
social behaviour. 

We proceed from the assumption 
that the young people come to the 
workshop on a voluntary basis because 
they enjoy the work they can undertake 
there. This presupposes that we 
provide for a pleasant group 
atmosphere and a joint approach to 
the planning and implementation of 
projects. The juveniles are thus given 
the opportunity to obtain a cle> r 
picture of the individual work phases, 
to appreciate the value of cooperation 
and to critically examine their position 
vls-d'Vls the working world. 



Jugendhllfeberelch, Berlin West, D 

The pilot project Is designed for 
those young people who can no longer 
be reached through the existing 
vocational training measures; it Is a 
measure initiated by the Jugendhilfe 
which differs from the facilities offered 
by other authorities and private 
providers in form and content and In 
its target group. It is addressed to 
youngsters who, because of their 
social situation, have no training 
place and are worst hit by 
unemployment and Is intended to 
motivate them to undergo training 
for a recognized skilled occupation. 
These are, in particular, inadequately 
educated young people and they 
include an over-proportional number 
of girls. 



Formation-Production. 
Oloron-Salnte-Marle, Aqultalne, F 

The trainer has to overcome three 
apparently incompatible constraints: 

- the management of a really large 
restoration site; 

- the training of qualified workers 
who can be placed In the building 
trade; 

- the validation of the training 
through the trainee's acquisition of 

a Certiflcat d'Aptltude Professionnelle 
(Certificate of Vocational Training). 



St Vincent's Day Centre Workshop, 
Dublin, IRL 

To provide social services, training 
and education and work opportunities 
for young unemployed and homeless 
people who are unattached In Dublin's 
Inner city and In a manner to which 
they can respond and actively 
participate In. 



AnCO Community Workshops. 
Dublin, IRL 

To provide a period of Introductory, 
operative or basic training and work 
experience for groups of unemployed 
young people of either sex who would 
particularly benefit from such 
experience. The workshops aim to 
provide basic training In adaptable 
Industrial skills and broad-ranging 
work experience which equip young 
people for entry to employment In a 
variety of Industries. The workshops 
also aim to help the trainees develop 
self-awareness, Identify capacities 
and Inclinations, build self-confidence, 
provide the first steps In career 
development, and to develop, as 
appropriate, numeracy, literacy, life 
and social skills. 



Centra Formazlone Professional, 
San Salvatore, Llgurla, I 

Project objectives 

To break down the two-year training 
course Into four modular units, the 
first unit being designed to help 
trainees catch up with general 
education and to prepare for vocational 
training. 

To provide specific periods of work 
experience. 

To help the under-privileged and 
those on the fringes of the labour 
market. 

To set up administrative centres 
that would be open to participation 
by other sectors of society. 
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De Putgraaf, Heerien, NL 

The aim of these courses for 
unemployed young people (Cursus 
jonge werklozen/CJW) Is to improve 
the employment prospects of 
unemployed young persons by 
familiarizing them with the 
opportunities which exist in the labour 
market and with the requirements of 
employers. In the short term the 
objective Is to facilitate entry into 
employment, while in the longer term 
the hope Is that by remedying any 
shortcomings In the area of general 
education the transition to job-oriented 
training courses can be eased. 

The target group consists of those 
unemployed young people whose 
position on the labour market Is 
extra-vulnerable, given the general 
education they have received. Those 
at risk in this sense are young people 
without a diploma from the first stage 
of secondary education or who hold 
only a MAVO (Intermediate ger >rai 
secondary), HAVO (higher ge' iral 
secondary) or VWO (academic 
secondary) diploma or one relating 
to an LHNO (lower domestic-science 
and craft education) or LEAO (lower 
economic and administrative 
education) course. The age range 
covered by CJW courses Is 16-22 
years, and thus includes 16-year-olds 
and those for whom part-time 
education is compulsory. 



Intasklll (Sandwell), West Midlands, UK 

To provide an authentic factory 
setting In which young unemployed 
people aged 16 to 19 years with no 
qualifications, can find basic training 
and an Introduction to working life. 

To establish an environment In 
which young people can discover and 
develop their natural skills through 
the medium of flexible training 
programmes. 

To encourage young people to 
develop seif-confidence, a sense of 
values and an appreciation of the 
need to work together. 



Perhaps one of the best ways of 
obtaining a good basic understanding 
of the objectives of vocational 
preparation is through discussion 
with those already involved in the 
field. Many vocational preparation 
initiatives have produced written 
accounts of their work and these are 
likely to contain a variety of 
stimulating ideas, as well as valuable 
insights. 

it has not been possible to compile 
a reading list detailing such 
publications. However, readers are 
encouraged to get in touch with 
existing initiatives particularly those 
operating in their own areas. 



44 



■ 


■ 


■ 




■ 


■ 


■ 


■ 




■ 




A 


■ 


■ 


■ 


A 


■ 


■ 


■ 


■ 


am 


■ 



Act 

Basic skill 
training. 

Extension and develop- 
ment of skills 
through work experience. 
General education 
including social 
education (life and social 
skills) and remedial education. 
Subject education to complement 
and enhance training. 
Personal support and counselling. 
Sport, leisure, culture. 
Participation in planning 
and management. 
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4.1. Organizational structures and staffing 



Early decisions about how an 
Initiative will be organized and about 
how the recruitment and training of 
Its staff will be organized will go a 
long way towards either ensuring or 
undermining Its success. 

Observation of existing Initiatives 
of different kinds and sizes confirms 
the view that they are exceedingly 
demanding to administer because: 

- a great deal of money is often 
involved; 

- there are sometimes several 
funders for a single Initiative ail 
demanding some form of accounting; 

- where goods or services are being 
produced and sold, there must not 
only be stock control systems but 
effort will also have to be put into 
balancing the demands of production 
with the priority to provide for the 
training needs of young participants; 

- staff are usually working under 
stress; 

- traditional management structures 
may not be suitable, or staff may not 
wish to work within hierarchical or 
disciplinarian structures, but may 
seek a participatory structure of 
management; 

- whatever structure is chosen, it 
is very complicated to manage 
initiatives which depend on combining 
a range of activities, drawn from 
diverse disciplines (training, education, 
social work, etc.). 

Sometimes the law may predetermine 
a decision on structure by requiring 
clear accountability for reasons of 
health and safety, especially where 
manufacturing Is taking place. On 
other occasions, Insurers may also 
make demands. 

Yet whatever basic management 
structure Is either dictated or chosen, 



It Is fair to assume that a vocational 
preparation Initiative will need to 
employ staff who wish to participate 
In planning, and wish to share 
responsibility for as many Important 
decisions as possible. Even If 
participatory structures are not 
demanded by staff, It may be an 
advantage to propose them as a 
significant element In the education 
offered to the young participants. 

The mixture of staff recruited to 
any vocational preparation Initiative 
will be determined by Its objectives, 
Its activities and the administrative 
demands on It. Further discussion 
of the recruitment and training of 
staff Is presented under Section V- 
Actlon, but It Is useful to note a 
number of principles about staffing, 
so that proper preparation can be 
made while an Initiative Is being 
designed: 

- it is false economy to save money 
by understaffing the administration 
of initiatives - unless this is reliably 
discharged, nothing else will happen 
as it should, and young people will 
be let down; 

- a proper description must be 
produced of the responsibilities 
attached to each Job - In this way 
it should be possible to test whether 
plans are physically capable of being 
carried out; 

- time must be allocated to allow 
proper Inductior for staff - If this 
does not happen, initiatives will be 
at risk because their complicated 
objectives may n*i be understood 
clearly by staff, e> jecialiy those who 
have never worked In similar settings 
before; 

- time must also M allowed for 
regular staff trah ig. 
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Examples of some of the different 
ways in which initiatives associated 
with the handbook have organized 



and staffed themselves give an 
indication of the wide range of 
possible structures. 



Nyt Arbejde, VeJIe, DK 
Structure 



Staffing Committee 
••ciitafy to the Steering Commtttf 



Prc)tct Manageme nt 
toto Group II 




The Steering Committee has the 

overall responsibility for the project 
and consists of representatives 
appointed by the Fredericia, Kolding 
and Vejle (County) authorities. 

The Project Management is 
responsible to the Steering Committee 
and does the day-to-day managing 
of the project. It has one administrative 
project teader and one pedagogical 
consultant. The administrative project 
leader is answerable to the Steering 
Committee for the project's daily 
administration, planning and staff 
management via the Secretary. He 
also establishes contact with the 
public authorities, with a view to 
enlisting new entrants for the project 
and their eventual placement. In 
addition it is up to him to ensure that 
the guidelines for the project are 
being followed. The pedagogical 
consultant is responsible for planning 
and coordinating the lessons in the 
project. 

The Basic Groups have 1 or 2 
day-to-day leaders and 8-10 young 
unemployed under 25. The leaders 
are responsible for organizing and 
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accomplishing the daily work In the 
basic groups. Two of the leaders 
came from the group of young 
unemployed who in 1977 took the 
initiative to launch the project and 
who In 1978 started out as project 
participants. Two of the leaders have 
taken part in all 3 phases of the 
project. Of the remaining three one 
has taken part in the 2 last phases 
of the project, whereas the other two 
were taken on at the start of the 
present phase. 

Each basic group has a certain 
measure of autonomy subject to the 
Steering Committee's financial 
responsibility Ws-d-v/s the grant-making 
authorities, the planned group tasks, 
negotiated pay and working conditions, 
and the number of participants. 

In practical terms autonomy is 
therefore limited to: 

- planning and detailing of specific 
jobs 

- arranging the practical side of 
the group's daily lives bearing in mind 
the necessity to have 9 hours teaching 
In class per week. • 
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AnCO Community Workshops, Dublin, 
IRL 

The three workshops are fully 
equipped and wholly run by AnCO 
- The Industrial Training Authority. 
AnCO is an agency of the Department 
of Labour with wide ranging 
responsibility for training at all levels 
of industry and commerce. 



Workshops are part of AnCO's 
Training Centres Division and are 
directly managed and controlled by 
the Beresford Place Training Centre, 
which has particular responsibility 
for training within the inner city. 

Each Community Workshop is 
staffed by a team of three industrial 
trainers. 



Centro Formazione Professionale 
San Salvatore, Liguria, I 

Two-year pilot project - The training 
of young people for industry 



Authorities and bodies taking part in 
administration of the project 



Office of 
Regional Councillor 

for Employment 
Vocational training 



♦ 



Regional 
Working 
Group 



Technical Committee 



General 
education 
sub-committee 



4 direct 
management 
centres 



4 centre 
technical 
committees 



4 indirect 
management 
centres 



4 centre 
technical 
committees 



Mechanical 
engineering 
sub-committee 



Electrical 
engineering 
subcommittee 



4i 



i 
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Participating bodies 

Besides the Instructors, certain 
committees were involved in the pilot 
project. 

A committee known as the 'Regional 
Working Group' (gruppo di iavoro 
regionaie) consisted of representatives 
from the national authorities (the 
Ministry of Labour), the local 
authorities (at provincial level), the 
two sides of industry (employers and 
unions) and technical advisory bodies 
working in the field (ISFOL). 

Another body, called the Technical 
Committee' (commissions tecnica), 
consisted of six experts in training 
designated by the employers and 
unions, with a regional civil servant 
as coordinator. For practical purposes, 
the committee split up into three 
subcommittees each tackling a 
specific set of problems. 

Finally, a committee was set up 
for each of the eight centres involved. 
The members of each of these 'Centre 
Technical Committees' were the 
centre director and representatives 
of the instructors, the unions and 
employers. The committees' terms 
of reference covered: 
the conduct of the two-year pilot 
courses held at the centre; 
consideration of training requests 
and requirements arising during the 
courses; 

pinpointing the significant features 
of the experiment which could be 
incorporated in future projects; 
links with the centre technical 
committees in the other centres taking 
part In the pilot project, as well as 
links between these committees and 
the office of the Regional Councillor 
responsible for employment; 
periodical progress reports on the 
pilot project, pointing out the 

50 



differences between conventional 
and experimental courses; 
encouragement of the whole of the 
staff at the centre to become Involved 
in the pilot project, making the material 
produced for the project available 
and passing on the benefit of 
experience; 

practical contact with the realities 
of the industrial world in the area 
served by the centre in order to keep 
abreast with the demand for labour 
and job opportunities for trainees (in 
cooperation with the staff bodies in 
the centre); 

suggestions and guidance as to the 
content of the refresher training 
course Jven to the instructors directly 
Involved in the pilot project; 
making contact with the industrial 
firms cocpirattag with the work 
experience phase of the trainees' 
course. 
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De Putgraaf, Heerlen, NL 



At present Heerlen has a staff 
establishment of 15 full-time teachers, 
2 part-time teachers and 2 assistant 
administrators. 




1 4.2. Funding and resources i 



In the seven EC Member States 
represented In the working group 
which contributed to this handbook 
the funding for vocational preparation 
has come from the following sources: 

- Ministries of Education, 

- Ministries of Labour, 

- National training agencies, 

- National labour market agencies, 

- Local labour market agencies, 

- Local government, 

- Voluntary, charitable or 
Independent bodies. 

There were no examples of direct 
funding from either employers or 
trades unions, although there was 
evidence of them cooperating and 
contributing In other ways. 

This list more or less expresses 
the whole range of possible funders. 
The only significant omission Is the 
European Social Fund, which may 
offer money to be combined with 
funds from a national government 
for vocational preparation In certain 
areas with particular economic ancf 
social difficulties. 

However It Is worthwhile noting 
that at the moment many vocational 
preparation Initiatives receive funding 
from more than one source. This Is 
the case in at least six of the nine 
Initiatives mentioned in this handbook. 
This indicates that in general the very 
broad practical approaches used In 
most initiatives do not fall within the 
funding remits of single ministries 
or agencies. This is principally due 
to the fact that education and training 
are rarely funded or administered 
from the same source. They are 
traditionally separate, yet vocational 
preparation is a mixture of them both. 

52 



Sometimes Initiatives receive funds 
from both national and local bodies. 
In such cases It Is Important to 
recognize possible differences In 
expectations between national and 
local funders (often local government). 

Vocational preparation by definition 
crosses the boundaries between 
education, training, social and 
sometimes even business 
considerations. It is likely that 
vocational preparation Initiatives will 
often grow organically to meet 
developments In both needs and 
opportunities. 

In planning It Is essential to be 
clear about the limitations of the 
principal sources of funds available. 
In general It Is easiest to Interest 
additional funders In Initiatives at 
their very outset while their approaches 
can be seen to be fresh and the 
strongest arguments about need can 
be advanced. Cooperation will 
sometimes be more Important than 
money. 
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4.3. Activities 



Since the essence of vocational 
preparation Is that It should extend 
rather than limit possibilities for 
young people and that It should be 
taught, as far as possible, In relation 
to transferable skills, the options for 
activities on which to base It are 
theoretically very wide. In practice, 
these options will be limited by a 
number of factors: 

- the range of work In the local 
labour market, to which vocational 
preparation must be related If It Is 
to do Its job of placing young people 
closer to employment; 

- the preferences of the young 
people themselves, who for a variety 
of reasons, may very well reject jobs 
(which those or their parents 
generation might have found quite 
acceptable); 

- the location, premises, and capital 
equipment available; 

- the availability of suitable staff; 

- any restrictions which funders 
might place on activities; 

- legal and Insurance restrictions. 

These factors may very easily cause 
Initiatives to Incline heavily towards 
a single form of activity, perhaps 
Ignoring one or more others. 

A chart noting the broad range of 
activities available to participants In 
the principal Initiatives associated 
with this handbook demonstrates the 
diversity of course content behind a 
common approach. 
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Initiative 


Basic skill training 


Extension and development ol skilir- through 








Productton within 
initiative 


Work experience 
with employers 


Social education 


Nyt Arbejdo, 
Velio, OK 


During first month 
lessons In work-related 
techniques, use of 
tools, meaeurlng 
techniques, etc. 


Trainees divided into 
3 groups: animal feed 
conversion and 
analysis; greenhouse; 
fish breeding. Each 
Involves physical and 
written work. 




Communication 
techniques. 
Understanding 
(unemployment law 
etc) Opportunity to 
discuss work 
programme or 
personal problems. . 


jugendwerk8tatt 
KOIn-Gremberg, 
Nordrheln-Westfalen, 
D 


Trainees undertake projects which combine 
skill training and production (either for own or 
community use). Main activities Include: 
electro-mechanics, textiles, woodwork. 


Trainees undertake a 
period of practical 
In-firm training. 


Building up 
self-confidence and 
trust Is viewed as 
central to all training 
activity. 


Formation-Production 
OlororvSalnte-Marle, 
Aqultalne, F 


Technological and 
design exercises not 
encountered on the 
building sites. 


Rehabilitation work 
divided Into: masonry 
and Joinery. 




Handled through a 
specific approach to 
course material, listed 
under Subject 
education. 

''I 


St Vincent's 

Day Centre Workshop, 

Dublin, IRL 


Introduction to 
Industry course 


Multi-skills course 
(woodwork, metatwork, 
electrical, motor 
mechanics, welding) 
industrial and 
domestic skills course 
(hand and machine 
knitting and sewing, 
light aasembly crafts, 
domestic science). 


Job creation project 
linked to other courses 
offered 


Emphasis on 
self-development and ' 
learning, so life and v 
social skills Integral to 
training. ;; ^ 

• -i 


Centro Formazlone 
Professionals, 
San Salvatore, 
Llgurla, 1 


Basic training In manual work, Including 
production. 


300 hours spread over 
2 months spent In 
local firms. 


Understanding society, 
familiarization with ^ 
technology, weekly l '% 
group discussion >4f 
during work #'?8 
experience phase, 3j'f 
trainee evaluation of $ 
course. , 


De Putgraaf, 
Heerlen, NL 


Manual dexterity, 
handicraft classes. 
Optional programmes 
In typing/shorthand, 
chllrtcare, health. 




vBn spa no maximum 
of 8 weeks in local 
firms to gain 
experience of chosen 
work 


Communication sklllsj 
and techniques; ■ ^ 
caraara Information: A* 

Wl W 1 9 |l II VIIHQlWllj J* J 

structures of society;^ 
visits to workshops, >u 
factories etc '• 


Intasklll (Sandwell) 
West Midlands, QB 


Initial month of 
familiarization with 
light engineering 
equipment. Trainees 
can attend Day 
Release classes. 


Main activities Include 
sheet metal, general 
fitting, general 
machining, basic 
electrical, basic 
maintenance, 
component inspection, 
welding, office and 
clerical. 


Trainees can go on 
secondment to local 
industrial workshops, 
building sites, 
factories, warehouse 


Communication skills^ 
work discipline, 
personal development 
all viewed as Integral^ 
part of 

tralnlng^roductlon.i§ 

■ ; : i 
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ERIC 



jpfofojyj jtpyNiiii Carttc ouMsnot 



OOUTtt, If MltfOOT 



Utrtcy tutor on surf 



HHJWKIUM, OtvVD, 

fsmlrytoommunity 



MtAhSt PftOOh, 



•toong o ojmgjjijng 
MM| is undsrtytno 
philosophy of projtot 



ftporti or* dty a 
wttk. Vltlti to 
muMumi, olntmai, 

tto. 



Drop*ln Ctntrt 
attaohsd to workshop. 



Ont day per wttk It 
Mt tsttt for joint 
itaft/tralnat planning 
MMlona, 






Trswisto om sttond 
P» M utt st u m 



No pro N s i b rwrf t ools! 
woffc staff within 
protaot but out to out 




oporto proorsrnrns. 



Sport Ooottkx 
oarnplnOi tto. 



Tralnttt particlpata In 
tvaluatfon of 
programmt with staff. 



5. j 
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Skill training forms a vital part of 
vocational preparation but it is only one 
of a number of elements, some equally 
important, others highly desirable, which 
must also be considered: 



Essential elements: 



Optional elements: 



Additional elements: 
(sometimes Included In 
the above elements) 



basic skill training (Including manual dexterity and 
familiarization with tools/working processes): 
general education (Including education for and about 
work, social education and remedial education); 
personal support and counselling. 

work experience and training through production; 
experience of work with employers. 

sport, leisure cultural activities; 
participation In planning and management. 
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4.3.1. Basic skill training i 



Skill training should be provided In 
the context of clear Instruction about 
the transferability of the skills being 
taught. This Is entirely In keeping 
with concepts of groups of skills 
which have already been introduced 
to the apprenticeship systems In 
some Member States and are being 
developed elsewhere. 

Equally Important, and If anything 
more difficult to teach, Is the ability 
of the Individual to actually transfer 
skills from one activity to another. 

These two approaches to the single 
concept of transferability of skills 
are the most Important elements In 
the objective of vocational preparation 
to increase young people's 
Independence In the labour market 
by extending as far as possible their 
Immediate choice of jobs, training 
or further education later In life, 
Ideally as part of an organized system 
of alternance.* 

The way In which Initiatives organize 
the provision of basic skill training 
varies. Often It Is used as an 
Introductory measure to familiarize 
trainees with a wide range of tools, 
equipment and work processes. 

In some cases, additional basic 
skill training Is offered as a 
supplement to work experience 
through production or with employers. 
Elsewhere practical skill training is 
provided alongside theoretical 
education and can be a useful means 
of testing how far trainees have 
grasped concepts taught within 
classroom settings. 

Experience of the participating 
Initiatives suggests that the acquisition 



* See Glossary of terms. 



of basic, transferable skills Is most 
successful when training Is related 
to some form of tangible end product. 
It Is less easy to sustain the Interest 
and motivation of trainees, when 
training Is based on a succession of 
exercises. 



4.3.2. General education/social education mm 

The range and amount of general 
and basic education (including 
remedial education) necessary In a 
Initiative Is likely to depend partly on 
the age of the participants, but will 
depend mostly on the level of their 
academic achievements or the degree 
of their handicaps. In some Member 
States there seem to be far greater 
problems of functional Illiteracy and 
Innumeracy among school leavers 
than in others. When these problems 
are Identified, they must be dealt 
with as quickly as possible. 

For participants in most vocational 
preparation initiatives three kinds of 
education are extremely important: 

- general education necessary to 
enable them to undertake the skill 
training, production or work experience 
built Into the Initiatives or, as is the 
case in some Member States, 
necessary in order to enable them to 
seek Jobs or further training or 
education: 

- social education about the world £J 
of work, about the workings of society, » 
and about the localities they live In; W# 

- life and social skills training 

providing them with both the w 
Information and the fl) 
communication/presentational skills 
needed to increase self-confidence. tmJt 
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There are a number of vocational 
preparation programmes throughout 
the EC Member States which 
concentrate on education about 
working life and are, in the main, 
provided within the school system. 
Elements of this approach are readily 
adaptable to special vocational 
preparation initiatives. All the 
initiatives associated with this 
handbook provided some education 
about and for work and in one, De 
Putgraaf In Heerien, The Netherlands, 
the programme of activities centres 
on education for work. 



hm^h illustration 

De Putgraaf, Heerien, NL 

As the course progresses the 
following programmes are offered: 

Social and personal education 

The social education trainers pay 
attention to improvement of the 
life-skills of unemployed young people 
as regards their position on the labour 
market through: 

- education programmes: 

- programmes for the Improvement 
of communication techniques (eg. 
how to apply for a job); 

- programmes for gaining an insight 
into social relations, especially as 
regards unemployment and Its 
consequent problems. 



Programmes providing Information 
on careers 

General Information on careers will 
start after the introductory week is 
over and the various sectors of 
professions will be dealt with. 

Specific Information on careers 
will be given after the general 
information. Small groups of people 
showing common Interests are formed, 
focusing on the cluster of possibilities 
In that carefully chosen sector. Various 
sectors are being developed, such as: 

- health sector 

- administrative sector 

- technical sector, etc. 

Groups of common Interest are 
going to work independently and so 
the trainer's task will mainly be 
advisory. He will promote a positive 
learning atmosphere for the trainees. 
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Optional programmes 

By offering the trainee 
pedagogic-didactic help we enable 
him/her to achieve the knowledge, 
attitude and skills necessary to 
Increase his/her field of Interest, 
which may concern his/her preference 
for a certain profession. This applies 
equally to the recreational domain, 
the latter being of Importance to all, 
but especially to people possibly 
unemployed for a long time. 



The extent to which these 
approaches to general education can 
be Integrated Into broad courses of 
vocational preparation Is demonstrated 
by the following two examples bf 
modular programmes from France 
and Italy. 



Programmes for manual dexterity or 
handicrafts 

The handicraft lessons contribute to: 

- Improving the trainee's creatlveness 
and thus arousing his/her Interest In 
choosing a hobby. It Is often a 
problem, particularly for young 
unemployed people, as to how to 
spend their leisure time. 

By taking an active part In working 
on various material, the trainee may 
discover a decisive or entirely new 
domain of Interest, which may 
Influence him/her to change his/her 
originally limited job preference. 

General 

A main objective Is to enable 
trainees to learn through participation 
and gather their own Information. 
Orientation visits to factories, 
workshops, training centres and so 
on will play an Important role. 
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Formation-Production, Oioron-Sainte-Marie, Aquitaine, F 

Operational diagram of the production training scheme for a given subject 



Specific exercises, 
difficulties not 
encountered on 
the site: 

- technology 

- drawing 



v-f\v 



CAPUC?K 



U1 
U2 



(fcjisaoc! • 




(4) General education 

.1 



CAPUC -Certlficat a* Aptitude Professionnelle par I'Unite 
Cap tallsee, that is programmes for the obtaining of the 
Certificate for Vocational Training through credit units - 



Notes on the diagram 

1. 

The time schedule or the planning of the 
work proposes that the foreman should 
prepare the acquisition of know-how and 
overall educational progress. Indeed, the 
programme of the training course is a 
permanent articulation of elements in 
constant inter-relation; none of them can 
be tackled on its own. 
2. 

Skills in the field U1 will be acquired in 
the course of the various training stages 
on the site. 
3. 

Complementary elements of the field U1 , 
60 
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i.e. skills which a*e not encountered on 
the site, will be the subject of specific 
exercises. 

Technology and drawing will serve as 
regular supports of Points 2 and 3. 
4. 

General education: this will be 
individualized as much as possible and 
will take account of the trainee's past. 
It will permit instruction in the units: 
mathematics, sciences, French, the 
world today. It will take place on the site 
and in direct connection with it (see 
weekly schedule). 

BEST COPY AVAILABLE 



2) 



(1) Site 



Time echedule 
of work end 
operations 



(5) Added-veJue 

renovation 

- execution of 
operations and 
speclfl? .'know-how' 

-knowledge of other 
pubHobodiee 



HQ 8peolfto modules 

- safety: 3 days 

- specific renovation . 
technology 

ewereneee of architecture* 
proMeme 

- coeta and market 

- knowledge of 
administrative 

renovation 



■:• :.t'i 

'.ill n 
itotsi 



•aval *0T2t 
ran 



5. 

77»e addedvalue renovation: some of the 
skills acquired on the site go beyond the 
areas of competence normally covered in 
a CAP. 

Also, the trainee will be encouraged to 
get to know other public bodies, he will 
even have to do some work for them. 
6. 

Specific modules: These will enable 
greater in-depth study of some important 
subjects arising specifically from 
renovation activities. The purpose of this 
should be to give the trainees more 
autonomy on the site and in the firm. 



- Safety: ever present on the site and in 
technology; it will be the subject of 
specific objectives to be attained by 
the trainees. 

- Legislation: this will confront the 
trainees with the socio-professional 
and administrative environment. 

- Renovation: more awareness of the 
inherent architectural problems 
(conservation of the site, respect for 
the original construction, etc.). 

- Knowledge of administrative and 
financial mechanisms (elementary 
information). 



c 
o> 

"35 
o 
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BEST COPy AVAILABLE 



Weekly schedule 



Levels 



Carpenter-Roofer 



Mason 



Training 



Level 1: 

trainees with 
studies above 
BEPC* level, no 
job experience 
In the building 
trades 



26 
14 

(8 + 2 + 2 + 2) 



26 
14 

(8 + 2 + 2 + 2) 



Practical 
training 
General 
education 

- technology, 
drawing 

- mathematics 

- French 

- sciences 



Level 2: 

trainees with 
studies below 
BEPC* level, job 
experience In 
the building 
trades 



26 
18 

(8 + 4 + 4 + 2) 



22 
18 

(8 + 4 + 4 + 2) 



Practical 
training 
General 
education 

- technology, 
drawing 

- mathematics 

- French 

- sciences 



Thus, for the total duration of the course: 
(a) Level 1: 

780 hours of practical training 

420 hours of general training, of which 

240 hours of technology 



(b) Level 2: 

660 hours of practical training 

540 hours of general training, of which 

240 hours of technology 
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BEPC Is a certificate given on completion of the first cycle of secondary education. 
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Centro Formazlone Professlonale, 
San Salvatoro, Llgurla, I 

Course units 

The course was divided Into four 
modular units and the training 
programme objectives for each unit 
were defined as follows. 

Unit 1 - Brushing up general 
education and vocational preparation 

Catching up with general education 
as Imparted In compulsory school 
(literacy and numeracy). 

Familiarization with the products, 
processes and technologies used In 
the reference area of skills and sector 
of industry. 

A grounding In history, economics 
and geography as necessary to help 
the trainee understand the nature 
and manifestations of society. 

Unit 2 - Interdisciplinary training In 
the area of skills 

Consolidation of technical knowledge, 
designed to familiarize the trainee 
with the production cycle. 

Knowledge of an ability to use the 
technology specific to the Industrial 
sector. 

Approach to work organization. 

Unit 3 - Introduction to the Industrial 
world 

Familiarization of the trainee with 
production processes and work roles 
(the work actually done in a job 
setting). 

Awareness of organizational and 
union problems on the shop floor. 



Unit 4 - Additional specific work 
preparation 

Technical review of work experience; 
acquisition of more advanced skills. 

Acquisition of a standard of 
education equivalent to that attained 
In schools at a similar level. 



4.3.3. Personal support and counselling 

These are separate activities In 
that many young people will need a 
good deal of personal support, 
understanding and encouragment 
throughout their time In vocational 
preparation, while the demand for 
counselling is more likely to be 
specific and short term. 

Both activities depend on the ability 
of staff to either undertake them or 
to make arrangements for them to 
be provided by someone else. This 
has Implications for staff selection 
and training. 

Examples of how initiatives provide 
these demonstrate differences between 
the different Member States In the 
division of professional 
responsibilities. 

A job which in some Member States 
could only be carried out by a social 
worker or a social pedagogue Is, In 
other Member States, Included In the 
responsibilities of a manager, director 
or Instructor. 

As far as the linked Initiatives are 
concerned, those employing 
professional social work staff are 
more likely to be actively Involved In 
family and community outreach work, 
than those without such specialists. 
The following examples demonstrate 
two parallel German approaches, 
made possible because of the us& 
of trained social workers. 
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P^m^HM Illustrations 

Jugendwerkstatt Kfiln-Gremberg, 
Nordrhein-Westfaien, D 

I Manual work in the various craft 
options is viewed as the focal point 
of the training and, therefore, serves 
as the point of departure for the 
socio-pedagogic work. Group 
counselling and individualized 
guidance are always oriented towards 
promoting self-help. 

Realization of the targets depends 
to a high degree on the attitude of 
the parents towards the Youth 
Workshop. For this reason 

- information on the Youth Workshop 
is made available to both the parents 
and the young people; 

- visits are paid to the parents' 
homes with the approval of the young 
people; 

- parents are invited to public events; 

- activities are carried out jointly 
with both the parents and the young 
people, eg. neighbourhood assistance 
initiatives. 

The team considers it essential 
that the juveniles' social background 
be taken into consideration. Only in 
this way is it possible to ensure that 
inconsistencies do not compromise 
the objectives and to guarantee 
continuity within the project. 



target group ensures that these 
particular youngsters are actually 
reached. With the aid of 
socio-pedagogic programmes in youth 
clubs they are to be motivated to 
undergo vocational training. 

Motivational aids and component 
parts of the training programme are 
being developed which take into 
account these young people's existing 
socialization deficits. To put it in 
sequence: through appropriate youth 
club programmes the young people 
are motivated to take up vocational 
training. During the actual training, 
socio-pedagogic components are 
included which create the training 
conditions needed to enable them to 
acquire a vocational qualification. 



Jugendhilfebereich, Berlin West, D 

The aim is to induce youngsters 
to participate in the pilot project by 
addressing them through Jugendhiife 
institutions (advice centres, homes, 
youth clubs) and at school. This 
carefully-directed approach via 
institutions which are already 
concerned with young people in the 
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4.3.4. Work experience end training through production 



Work experience and training 
through the actual production of 
goods or services Is an Important 
optional element of activity to which 
many vocational preparation trainers 
attach great significance. In a large 
number of cases initiatives are either 
established around opportunities for 
practical work, or are designed so 
that young people can take advantage 
of chances to gain short periods of 
work experience with local employers. 
(In this aspect of their operations 
many vocational preparation Initiatives 
come closest to the operations of 
employers and unions and 
considerable care is often required 
to ensure that nothing is done which 
threatens the trading position of 
employers or the job of their 
employees.) 

The value of authentic work 
experience is normally accepted as 
being that: 

- It provides a realistic context In 
which abilities relevant to work can 
be Identified and encouraged; 

- It gives young people the 
opportunity to learn about the ways 

In which work Is organized and carried 
out: discipline, safety, standards of 
performance; 

- It Is highly motivating to many 
young people who want the 'feel' of 
real work In an adult setting. 

There are a number of different 
circumstances in which vocational 
preparation initiatives may be Involved 
with production or the provision of 
a service. In some Member States, 



subject to certain restrictions, 
Initiatives may actually market and 
sell goods or services. In other cases 
the production is organized to fulfil 
a public service. 

Whatever the circumstances, the 
introduction of real work as part of 
the training offered in an Initiative 
involves reviewing a number of 
important considerations, including 
those set out in the following table. 
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Real work - production and service provision 



.Yes 



Will production or 
service provision 
actually help your 
training/personal 
development 
programme? 



Can you set up 
work which can 
provide a basis 
for teaching skills 
readily? 



i Yes 



Is there a known 
market for the 
product or use for 
the service? 



No 



No 



No 



Don't produce 
66 



Don't produce, or 
look at other 
options 

6b 



Reconsider their 
value. Consider if 
a market or use 
can be generated. 
Look at other 
options 



Yes 



■ Yes 



Are you certain 
that you will not 
put anyone else 
out of work? 



Can you organize 
and finance the 
work you have In 
mind? 



Yea 



No 



No, Uncertain 



Look for a 
different product 
or service 



Get expert advice 
on investment 
cash flow etc. 



You may have 
located a form of 
production or 
service which is: 
useful for training 
in transferable 
skills; 

relevant to local 

labour market; 

providing 

something in 

short supply; 

financially 

feasible. 

It may very well 

prove useful in 

motivating young 

people to learn, 

and may also 

offer them 

valuable 

experience of 

work. 

But 

production 
schedules can 
prevent training 
and education 
taking place. If 
this happens, it 
will defeat the 
objectives of 
vocational 
preparation. 
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Examples of existing initiatives do 
show that It is quite feasible for 
vocational preparation to be assisted 
by certain kinds of production, and 
for vocational preparation initiatives 
to enhance both their ability to train 
well, and their status within local 
labour markets by producing and 
selling. 



^mm^m illustrations 

I Nyt Arbejde, VeJIe, DK 

I In all ( 
I demand* 



In all groups much has been 
demanded from the participants in 
terms of work and craftmanshlp and 
looking after living organisms like 
fish, pigs and plants. Apart from that 
participants have been Involved In 
the current experiments In the basic 
groups consisting of measuring and 
tabulating work, the drawing of graphs 
etc. 

The Fish Breading Qroup carries 
out trials In an experiment to breed 
trout in the warm cooling water of a 
power station. 

The Drier Group works on collecting 
and re-cycling swill from hospitals, 
nursing homes etc. The swill Is dried 
and analysed and Its suitability for 
re-use and pig feed Is assessed. 

The Greenhoutd Group Is fitting 
out and adapting a greenhouse, 
developing optimum conditions for 
traditional and untraditlonal plants. 
In this connection experiments are 
conducted In heat and energy-saving 
programmes. 

The products, I.e. fish, pigs and 
plants from the work of the three 
basic groups are sold, the proceeds 
being part of the project budget. 



Formation-Production, 
Oloron-Salnte-Marle, Aqultalne, F 

It is quite clear that a training 
production site cannot reproduce the 
very same conditions as a real building 
site: w 

- as priority Is given to the quality 
of work carried out, there is no 
pressure to make a profit; 

- the trainer/trainee relationship is 
not comparable to the foreman/worker 
relationship; 

- by its very nature, a production 
site remains a protected place; 

- relations with potential employers, 
particularly craftsmen, are not always 
easy. The craftsman often feels that 
he Is the best master of the training 
course. Although firms with more 
than 10 employees are Interested In 
this scheme, there Is a reticence on 
the part of young people to take up 
this type of employment. 



Intasklll (Sandwell), West Midlands, UK 

Throughout the whole training 
period the young people are involved 
either Individually or as a team to 
develop their skills through producing 
Items for themselves, for the workshop 
or for other people or Institutions. 
This method has shown that most 
trainees develop senses of: 

personal pride 
team work 

confidence in their ability 
communication. 

Intasklll has Involved itself 
deliberately in the field of Innovatory 
work such as prototype or new 
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products as this type of work offers 
immense training value. 



/atory ■ 
ffers I 



Experience of work with omployors ^^^^^^^^^^^^^^^h 

Tht advantages of this kind of activity are: - It draws employers into a 

relationship with an Initiative which 
may result In jobs for participants; 

- It effectively broadens the scope 
of the training on offer and extends 
staff resources; 

- It may encourage employers to 
support vocational preparation 
Initiatives In other ways. 

Yet there are dangers as well as a 
need for consideration of a number 
of safeguards before any participants 
go on placement to local employers 
as part of their training. The sorts of 
questions which merit examination 
are shown In the diagram which 
follows. 
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Experience of work with employers 



Better to orovide 
work experience 
within, perhaps 
through 
production. Or 
seek other 
employers. 



Existing jobs 
must never be 
threatened. 



Public money 
should not be 
used to subsidize 
cheap labour. 



Must question 
whether or not 
young people can 
learn from 
working in poor 
conditions. 



No 



No 



Will employers 
willingly offer 
work experience 
opportunities? 



i Yes i 



No 



■Yes i 



Can this be done 
without threatening 
existing jobs? 



No 



Can it be done 
without offering 
cheap labour to 
employers - 
perhaps at the 
expense of jobs 
elsewhere? 



■Yes ii 



Can employers 
provide good 
working 
conditions and 
some training? 



Doubtful 



Doubtful 



Doubtful 



Doubtful 



It may be better 
to look for other 
employers or 
reconsider. 
Employers' 
commitment is 
vital. 



Existing jobs 
must never be 
risked. 



This should be 
investigated 
thoroughly to 
remove doubts 



Suggests need for 
close supervision 
by representative 
of vocational 
preparation 
initiative, and 
perhaps legal 
agreement with 
employer. 
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Supervision is 
vital - without it 
work experience 
will probably be 
of limited value. 



Calls into 
question 
employers' 
commitment - 
needs 

re-examining. 



No 
or 

Doubtful 



No 



i Yes i 



Will employers 1 
supervision be 
adequate? 

Will the 
vocational 
preparation 
Initiative be able 
to continue to 
exercise care and 
supervision? 



■Yes i 



Will employers 
agree to discuss 
each young 
person's 

performance with 
him or her, 
and with a 
representative of 
the vocational 
preparation 
Initiative? 



Yes 



If these 

conditions can be 
satisfied work 
experience with 
employers may be 
a very valuable 
preparation 
programme. 



But 



Doubtful 



This is also vital. 
Underlines the 
need for a proper 
agreement 
between the 
employers and 
the vocational 
preparation 
initiative. 



No 

or 

Doubtful 



Must be arranged 
in advance. 



Expectations 
must be clarified 
on all sides. If 
there is no 
possibility of a 
job being offered 
as a result of a 
placement, this 
should be made 
clear. If there is a 
possibility, the 
young person 
should be 
prepared in 
advance for what 
will really be an 
extended 
interview. 
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Many Initiatives have resolved these 
questions and have regular 
arrangements with local employers. 
These can be backed up by binding 
formal agreements between the 
employers and the Initiative, or the 
Initiative's funders. This example 
from Llguria shows how one Initiative 
has approached the organization of 
work experience with local employees. 
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^■■■M Illustration 

Centro Formazlone Professionals, 
San Salvatore, Ligurla, I 

This was the critical phase In the 
pilot training project, both because 
of the large number of people Involved 
and because of the technical and 
organizational difficulties Inherent 
in the experiment. 

The greatest practical difficulty 
was to find firms willing to cooperate 
with the centres by offering training 
opportunities In production settings. 

The essential features of the third 
course unit were: 

(a) the need for the In-service training 
schemes to provide a genuine and 
realistic experience, not just a 
simulation or - even worse - a 
fleeting visit to a company; 

(b) the desirability that the trainees 
should grasp the broader significance 
of the work they were doing, 
understanding the Interconnections 
between the individual phases of the 
production cycle, either by working 

at several jobs in turn or by becoming 
thoroughly familiar with the cycle as 
a whole; 

(c) the educational significance of 
learning on the job, In that an 
opportunity is given to build on to 
the technical concepts learned In the 
training centre and to come Into 
contact with all the people who are 
to be found in the world of work; 



the days on which they re urn to the 
centre to pooling their exnrlence. 

Before the trainees moved to a work 
environment, there was contact 
between the centre Instructors and 
the trainers within the companies 
that were to provide the work 
experience. Through this contact, the 
Instructors could find out what kinds 
of experience the companies could 
offer and could then choose the type 
that would be most likely to achieve 
the preset targets. The opportunity 
was also taken to tackle all the other 
practical, If minor, problems that 
arose: problems of logistics and 
regulations associated with the 
conduct of the on-the-job work scheme. 

In every case, the training scheme 
was based on a five-day week: four 
days - Monday to Thursday - were 
spent with the company, and the fifth 
day - Friday - was spent back at 
the centre going over the experience 
of the past week. 

Each training scheme lasted an 
average of 300 hours and was spread 
out over a period of two consecutive 
months. 



(d) consistent Integration of work 
done during the in-service scheme 
and the rest of training, with the 
instructors making regular checks 
with the firm providing on-the-job 
training and with the trainees devoting 



The agreement which the Province 
of Llgurla signs with the employers 
who collaborate with Its Initiatives 
Is of great Interest because It may 
serve as a useful model for anyone 
who feels It Is Important to establish 
a clear contractual relationship for 
such an Important element of 
vocational preparation. 



The agreement set out In such a 
detailed and formal way was the only 
document of Its kind used by 
participants In the working group 
responsible for this handbook. 
Amongst other things It strongly 
reflects the high degree of local trade 
union collaboration In the Province's 
vocational preparation. 



i^mh^b Illustration 

Agreement mmmmmm^m^mmmmmmm^^mmmi^^^m—m^^^mmm^^^m 

between the Province of Llgurla with seat in Genoa, Via Fleschl 15, In the person ot the 
President pro-tempore of the Provincial Council of Llgurla, Mr Armando Magllotto, 

authorized there to by the Provincial Council with deliberation No , 

of , and with seat In 

, In the person 

of their legal representative 

Whereas 

(a) the Provincial Law of 7. 8. 1979, No 27 'Discipline of the activities of vocational 
training 1 foresees, under Article 9, 1st paragraph, that the Province stipulate 
agreements with firms of all fields of production for the realization of practical 
apprenticeships Included In courses of vocational training; 

(b) the trainees must not be assigned directly productive duties except for the period 
of time strictly necessary for acquiring a sufficient professionalism; 

(d) with the apprenticeship no work relationship Is established since such activity Is 
part of the structure of training activities provided for by Article 5 of the 
above-mentioned provincial law. 



It is agreed and stipulated that 

Art.1 The Province of Llgurla In accordance with and to the effects of Article 9, 
1st paragraph, of the Provincial Law of 7.8.1979, No 27, will send to 

represented by 

born In 



on resident for this purpose In 

young women/men attending training activities organized by the Province for 
the accomplishment of a practical apprenticeship of an average duration of 

hours In the period from , 

to 

Art. 2 With regard to the expenditure related to the realization of the practical 
apprenticeship In terms of rent and/or amortization of the premises and durable 
equipment made available, and costs of ordinary maintenance, the Province 
recognizes, upon presentation of the blir of costs, the lump sum of LIT 400 (Including 
VAT) for each hour and each trainee; the above amount will be paid after presentation 
of regular invoices. 



Art. 3 The Province of Llgurla guarantees Insurance against labour accidents for 
each trainee as well as for the RC - RCT - RCO Insurance for the trainees, teachers, 
company owners and their staff appointed to departments, laboratories, and Inside 
places where the training activity takes place. 

Art. 4 Should, In the course of the apprenticeship, the trainee use the company's 
canteen, the respective expenses will be reimbursed by the Vocational Training 
Centre covering the place of origin of the trainees. 

Art, 5 The non-observance, on the part of the company, of just one of the aforesaid 
clauses, could entail the annulment of the present agreement, the Province then 
being entitled to be Indemnified for contingent specific damages that may arise from 
the behaviour which led to this non-observance. 

Art. 6 Any dispute arising out of, under, or In connection with, the present agreement 
shall, with the common accord of the parties, be referred to the competent jurisdiction 
In Genoa. 

Art. 7 The giving of notice by registered letter from the Province to the company, 
15 days In advance, stating that It Is not possible to start the apprenticeship, does not 
jeopardize the training activities, but Involves the revision of the present 
agreement. 

The President of the 
Provincial Council 



The Company 



(Armando Mag I lotto) 




c 

O) 



CO 
<D 
Q 
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— 4.3.6. Sport, leisure, culture mhmh 

Activities under these headings are 
common In the Initiatives connected 
with this handbook, but In no case 
do they form a major part of any 
Initiative's activities. It Is difficult to 
foresee any of the Initiatives devoting 
more than half a day, or at the most 
one day, per week to them, although 
there are some Instances of organized 
activities at weekends, and the 
benefits of them from the point of 
view of good relations within the 
Initiatives are quite clear. 

It Is worth noting that some 
managers and directors of Initiatives 



feel that Increasingly high levels of 
unemployment may lead to an Increase 
In importance In education for leisure 
and culture and that If this Is to 
become a larger part of adult life It 
should also be seen *s a larger part 
of vocational preparation. This view 
Is contentious, and In strongly opposed 
by others who feel that any move 
away from work-related education 
and training programmes may simply 
serve to confirm the young unemployed 
as no more than fringe participants 
In the labour market. 



1 4.3.7. Participation in planning and management i 

Practice on trainee participation 
In planning and management varies 
a great deal In existing Initiatives 
throughout the European Community. 
It Is widely accepted {hat participation 
and the assumption of responsibility 
are highly desirable, but three main 
factors seem to be responsible for 
the wide differences In attitude and 
practice revealed in the table 'Activities 
In the seven linked vocational 
preparation initiatives': 



- effective participation by trainees 
Is most difficult to achieve in the 
Initiatives which are most closely run 
along the lines of manufacturing 
Industry, partly because of attitudes, 
and partly because of consideration 
of safety; 

- social expectations differ 
considerably from one Member State 
to another, as do traditions of 
industrial democracy; 

- the requirements and expectations 
of funders differ considerably from 
one Member State to another. 
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■mi^^h illustration 

Jugendwerkstatt Kfiln-Qremberg Nordrheln-Westfalen, D 

The le 
I activities 



The learning/training unit comprises 
activities In the fields of textiles, 
woodworking, and electro-mechanics. 
The young people learn to work 
together to plan their work, put Into 
practice that which they have planned, 
assess the results, and decide on the 
future use of their products. The 
training team supports the trainees 
with recommendations and, In line 
with the objectives of the project, 
encourages the juveniles to go ahead 
and realize their own Ideas. 



Initiative Is especially strong when 
relatively young, largely unqualified 
young people are being offered 
vocational preparation for a limited 
period of time. 

It may be helpful to review the 
degrees of participation as three 
relatively simple options. The table 
which follows Is designed to give 
some help with this, and to Indicate 
a few of the qualifications of each 
option. 



There are also examples among 
the Initiatives of highly-developed 
participatory arrangements which 
have been discontinued. In Nyt Arbejde 
this appears to have been because 
the system proved both divisive and 
Inefficient as a means of organizing 
a complicated work programme. 

It Is clear that most of the Initiatives 
connected with the production of the 
handbook encourage at least some 
basic degree of Involvoment by 
participants In decisions about social 
and leisure facilities. Some 
undoubtedly provide parallels to 
whatever participatory committees 
are required by law of adult employees 
within their own systems. At Intasklll 
(Sandweil), this amounts, among other 
things, to trainee Involvement In 
health and safety arrangements. 

There Is no doubt at all that for 
many initiatives this question of 
trainee participation Is a difficult one. 
On the one hand, a high degree of 
participation in planning courses and 
in managing them Is felt (often very 
strongly) to be both educationally 
and politically desirable. On the other 
hand, the responsibility to provide a 
well-planned, carefully administered 
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Participation: Three simple options 



Degree of 
participation 



Suitable for 



Value 



Decisions about 
working conditions, 
social and leisure 
facilities. 



Participants o'i all 
ages and all ranges of 
ability. 



Contains experience 
of the kinds of 
participation expected 
of employees In many 
jobs. 



Planning the content 
of the education and 
training programmes. 



Participants who 
begin with some 
knowledge and 
understanding of the 
options available to 
them. 



Of great educational 
value. Participants 
can be encouraged to 
think clearly about 
what they want to 
lea>n. They may learn 
better as a result of 
this. 



Participating In the 
overall management 
of the Initiative. 



Older participants 
with some 
qualifications 
especially those who 
may remain in the 
Initiative for a 
reasonable length of 
time. 



Enables participants 
to learn about and 
gain experience In all 
aspects of working 
life. 
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Problems 



May be accepted as a 
simple option and, 
because It Is simple, 
operated 

automatically with no 
organized attempt to 
use It as part of the 
Instruction. 



It Is likely that the more ambitious 
forms of participation will be 
appropriate where participants are 
at the upper end of the age range, 
where unemployment forces 
participants to remain connected 
with Initiatives for lengthy periods, 
and perhaps In other Instances where 
there Is little emphasis on production, 
or where the production Itself Involves 
no dangerous processes. 

The degree of trainee participation 
should be kept constantly under 
review to ensure that participants 
are being encouraged to take as much 
responsibility as Is consistent with 
the educational and training objectives 
of the Initiative. 



May take up so much 
time that training Is 
reduced. May not be 
acceptable to funders, 
and/or trainers. 



Mistakes or disputes 
can easily undermine 
t h e working of the 
whole Initiative. 



Selecting 
participants 



o 

< 
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Sotting up management and administration 



Many initiatives have no choice 
about the administrative and 
management systems they adopt 
because they simply take on those 
of the institutions of which they are 
part, or from which they have been 
developed. 

initiatives which have some choice 
in the administrative and management 
systems they adopt, or which have 
to set up entirely new systems, may 
usefully consider a number of 
problems which arise partly because 
of the complexity of the activitie; in 
many vocational preparation initiatives. 

- Many Initiatives experience 
difficulties In managing the 
relationships between educators and 
Industrial trainers on the one hand 
and social workers or social educators 
on the other. There can be a certain 
amount of tension between the two 
resulting from their differing methods. 

- Where vocational preparation Is 
based on any Industrial processes, 
safety considerations make It 
Imperative that there are adequate 
management and administrative staff 
to organize the Instructors, educators 
and social workers, and to ensure 
that they are not distracted from 
supervision by the need to take on 
too many management tasks. 

- Vocational preparation, especially 
with unemployed young people, or 
with young people whose Job 
prospects are very bad, Is very 
demanding on the trainers and 
educators. They are likely to need a 
good deal of support from the 
managers responsible for them. 
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0A Selection, Induotlon and training of staff 



Tha luccass with which tht right 
staff - not Just tha trainers, but the 
administrators as wall - ars selected 
and then supported will determine 
the effectiveness of any Initiative. 

Experience throughout the European 
Community confirms that work In 
vocational preparation la exceptionally 
demanding, It Is demanding, even if 
It takes place ae part of the operation 
of a laroe eupportlve Institution. 
Indeed Targe Institutions often produce 
their own etreeees and can be 
Inflexible In their operations. When 
It takes place I. nmall Initiative, 



specially sst up for the pirpcse, It 
combines the stresses of working In 
an Innovatory education and training 
setting with those of sustaining a 
small organization. 

Approachee to selection and training 
of staff are, to eome extent, dictated 
In different Member States by 
employment law, by restrictions 
at ached to the funds provided for 
vocational preparation or by 
established practice and union 
agreements. But there are a number 
of guidelines which can apply equally 
well In all circumstances. 



&2«1. 8e lection i 



There eeeme to be general 
agreement among established 
vocational preparation Initiatives that 
there Is a basic list of quantise which 
muet be present In any successful 
trainer (see definition In Glossary of 
terme) these, not In any order of 
Importance! are: 

technical ability and experience In 
particular skHI or specialization; 
broad skills and experience of work; 
awareness of community problems; 
abNtty to oommunleate with young 
people! 

patlenoe to tolerate variable standards 

of work. Of poor motivation! 

Mgh standards of personal behaviour; 

the abWty to deal with each young 

person as an Individual; 

the ability to work In a team; 

the capacity to make plana, and to 



stamina* 



It Is not at all eaey to Identify these 
qualities In anyone on the basis of 
a written application, followed by one 
or two conventional face-to-face 
Interviews. A more reliable selection 
process might Include: 

- written application; 

- opportunity for the applicant to 
observe the Initiative and meet both 
young people and other staff, If 
possible; 

- discussion to see how applicant 
works In a group; 

- formal Interview; 

- appointment; 

- period of probation of ae much 

ae three months, followsd by a detailed 
review of capacity and suitability. 

Since the purpose of vocational 
preparation is to offer young people 
a vital educational opportunity, the 
staff of Initiatives muet be the best 
that can be attracted. 
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■ 5.2.2. Induction wmm—mmm—ammmmm 

Some form of organized Induction 
to vocational preparation Initiatives 
Is essential unless staff have worked 
In them before. Because vocational 
preparation as It Is now being 
developed Is a relatively new measure, 
very few staff will have had direct 
experience. Most will be experienced 
In their particular skill or 
specialization. They may be 
experienced educators, trainers, or 
social workers, but they are unlikely 
to have been given the opportunity 
to work tog<* her to make their skills 
useful to unemployed young people. 

For some of them the 
unconventional setting of many 
Initiatives and their Informal 
management structures will be 
unfamiliar. For others, the Ideals and 
approaches of other staff members 
from different backgrounds and 
different disciplines will be surprising 



and difficult to accept. Many will be 
quite unused to working In teams 
and will be apprehensive of the 
responsibilities involved. The 
Implications of mixing educational, 
training and social objectives are 
more complicated than most people 
Imagine before they try to do It. The 
obvious problems can at least be 
outlined. 

The formal and Informal programmes 
run by existing special vocational 
preparation initiatives suggest that 
useful elements In Induction 
programmes are: 

- opportunities for team discussions; 

- opportunities to see similar 
Initiatives In operation; 

- opportunities to meet young people 
outside an educational or training 
setting. 



■ 5.2.3. Training h^^^^^^^^m^h 

Training is crucial if vocational 
preparation is to be efficient in the 
short term and If It Is to be developed 
in line with its potential in the longer 
term. For this to happen all staff need 
to be highly competent at their basic 
skills, and have enough understanding 
of the significance and Individual 
nature of their work to be able to 
become planners for its future. 

There are as many different training 
programmes for staff as there are 
national and local initiatives. (Although 
there is as yet no sign of any 
widespread pre-recruitment training 
for vocational preparation staff.) In 
the main they naturally reflect the 
customs and practices of the 
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educational and training systems of 
the EC Member States from which 
they have emerged. Often they also 
differ within individual Member States. 
There is nothing to be gained from 
trying to transplant any one system 
or approach from one Member State 
to another, but there are a great many 
common values which should be used 
everywhere. There are also a number 
of useful techniques which are quite 
capable of being applied within any 
of the different national approaches 
to staff training. 

It is generally accepted that staff 
training (particularly for trainers) 
should concentrate on five main areas: 



Approaches to staff training 



Type of training 



Comments 



Trainer's own 
skill or subject 



Instructional skills 



Communication skills 



Counselling skills 



Evaluative skills 



Qualification requirements for trainers vary widely 
throughout the European Community, ranging from 
Britain where formal qualifications are not a 
prerequisite for adult employees in vocational 
preparation schemes under the Youth Opportunities 
Programme to the Federal Republic of Germany where 
all trainers must have proper certificate. Irrespective 
of qualifications, there must always be some recurrent 
opportunity for staff members to refresh or add to their 
basic skills. 

Many initiatives clearly need a great deal more technical 
advice on this aspect of training. The process of 
teaching the ability to transfer skills from one job or 
occupation to another is very complex. Trainers without 
previous experience are likely to need a great deal of 
help before they are effective. 

Many young people's greatest difficulties lie in their 
inability to communicate effectively on their own behalf. 
This results in poor performance at job interviews and 
often in unsatisfactory relationships at home as well 
as at work. In the first place, trainers must ensure that 
they are effective communicators themselves. 

In some Initiatives social workers are employed 
alongside qualified instructors and teaching staff. In 
others, instuctors are expected to embody the approach 
of social workers with the skills of craftsmen. 
Whichever is the case all trainers need some grounding 
in the principles of social work. Sufficient joint contact 
must be arranged for staff to be able to share the 
approaches of the different disciplines and to influence 
each other. 

Staff may need to receive special training to enable 
them to make accurate assessments of their own 
performance as trainers as well as of the progress of 
the young people with whom they are working. 
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The way In which these essential 
elements of training are delivered 
will differ widely, not just because 
of national differences but also 
because different techniques will be 
needed depending on the size, 
organizational base, existing staff 
capacity and the stage of development 
reached. The following Is an example 
of how a training programme was 
organized In Llgurla, to cater for a 
large number of staff recruited from 
the traditional education system to 
start work Involving completely new 
approaches to education and training. 

^^^■^H illustration 

Centro Formazlone Professionals, 
San Salvatore, Llgurla, I 

Most of the staff Involved In the 
project were drawn from the body of 
instructors teaching In conventional 
courses; they were motivated and 
received appropriate basic and 
refresher training. This was planned 
to alternate with the trainees' courses, 
so that It could meet the changing 
needs of the teaching staff as they 
encountered a diversity of teaching 
problems. The teachers' training was 
divided Into four phases. 



First phase 

The first phase of the course took 
place before the pilot project started. 
It consisted of an advanced course 
In training methods, conducted at 
the International Labour Office's 
International Centre for Advanced 
Technical and Vocational Training In 
Turin. It was designed to make the 
Instructors aware of the value of 
group work and familiarize them with 
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all thft teaching aids that might be 
made available by the local centres. 

During the course, the future 
Instructors attended lectures, took 
part In discussions, made study visits 
and learned about the audio-visual 
aids In the ILO centre. Of special 
value was the way In which the 
participants pooled their Ideas and 
their theoretical and practical 
knowledge. In the final stage, they 
drew up group and Individual lesson 
plans. 

In essence, there were six course 
objectives: 

- plan the sequence In which 
subjects linked with specific 
technologies should be taught, so 
that practical training needs might 
best be satisfied; 

- select and use up-to-date teaching 
methods best suited to each Individual 
case; 

- produce teaching material that 
would make the training more 
effective; 

- (In the case of practical work 
Instructors) arrange and manage 
workshop and laboratory work to 
meet the learning needs and abilities 
of Individual trainees; 

- based on the results achieved, 
evaluate trainees and the course Itself; 

- relate technological developments 
In the engineering Industry to future 
training needs. 

Second phase 

The feature of the second phase of 
refresher trJnlng was the Instructors' 
acquisition of a basic store of 
Information on and shared experience 
In the links between vocational 
training, Industry/Industrial training 
and employment In general. 
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An important part of this phase 
was the instructors 1 series of visits 
to companies and their encounter 
with the outside world; they spent 
two days in production workshops. 

Third phase 

The duration of the third phase varied 
in individual centres, it was a time 
of preparation for the work experience 
schemes arranged with potential 
employers, the instructors in individual 
centres making contact with the firms 
in question. 

During the meetings between the 
instructors and officials in the firms 
or, more specifically, the trainers 
designated by the employers, at which 
teaching and organizational matters 
were discussed, the technical content 
of the trainees' curricula was defined 
as well as the ways of tackling the 
curricula and monitoring progress. 

Fourth phase 

The final phase of the refresher course, 
lasting a total of five days, took place 
during the final part of the trainees 1 
course, when almost ail the centres 
had come to the end of their trainees' 
work experience periods. 

The working method adopted was 
to compare the results achieved in 
indivuduai courses and to break them 
down according to type of skills. 
Realistic and comparable end 
objectives applicable to ail centres 
were then defined. Consideration was 
also given to the progress tests taken. 



in general, most Initiatives seem to 
make use of some combination of 
four distinctive approaches: 

(1) A training model - where experts 
from outside an initiative devise a 
programme of training and probably 
help to implement it as well, it is 
unlikely to be appropriate as the sole 
means of delivering staff training. 

(2) An Individual model - where 
individual staff members are 
encouraged to participate in ex!?tir; 
external training courses designed 
to satisfy individual and specialist 
needs. Most useful for skill updating. 

(3) An experiential model where 
programmes are designed to fit in 
with circumstances experienced 
within each initiative. Essential to 
take account of the unfamiliar and 
innovatory nature of much that 
happens within vocational preparation. 

(4) A network model - where training 
is conducted through support groups 
of staff. Very important in new and 
possibly insecure forms of activity. 
Networks will be mostly provided 
from within large initiatives, but in 
small initiatives it will be necessary 
to form networks of people engaged 
in similar work elsewhere. 

Some forms of staff networks for 
train'ng and general support are likely 
to be very important wherever they 
can be set up. So are any networks 
which enable staff in different 
initiatives in an area or a region to 
meet together from time to time. 
Obviously there must be a strict limit 
to the amount of time and resources 
which can be set aside for this kind 
of training exercise, but within reason 
such exercises can be very useful. 
Whatever forms of training are devised 
for vocational preparation staff, their 
effectiveness is likely to be decreased 



mm considerably If those who should 
benefit from them feel insecure In 
their jobs, and if they cannot see any 
career structure ahead of them. 
While so much vocational preparation 
continues to be established as a 
short-term measure, often quite remote 
from both the education and the 
Industrial training systems, staff wll 
Inevitably feel insecure In their jobs 
and uncertain about the likely value 
to them of developing their skills and 
abilities. 



5.3. Selecting participants mmmmmmmm 

In some Member States, the 
managers and sponsors of vocational 
preparation Initiatives themselves 
play no part In recruiting potential 
participants, who are sent to them 
by some third party, usually a 
government labour agency. 

Even where this is so there may 
often be more young people needing 
or actively seeking places within 
vocational preparation initiatives than 
there are vacancies. In these 
circumstances. Initiatives may have 
to decide whether to take young 
people on a first come first served 
basis, or whether to narrow down the 
definition of their target group. 

Even if an Initiative plays no direct 
part In a selection process, young 
people are being channelled into 
vocational preparation by someone 
and it Is Important that referral agents 
understand fully the objectives of 
vocational preparation initiatives. 

Young people themselves may be 
able to choose whether or not they 
wish to accept an offer of vocational 
preparation but, bearing In mind the 
limited number of Initiatives, are 
unlikely to have much choice as to 
where they undertake it. In some 
cases, any element of choice may 
be further diminished because a 
young person may lose money by 
failing to participate. 

If it is found that there Is a 
mismatch between the young people 
coming into an initiative and the 
potential target group described In 
Its original objectives, It is important 
to analyse why this is happening 
before taking any action. 
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Difficulties In selecting participants 



Possible problems Suggested approaches to them 



High level of youth 
unemployment has 
resulted in changes In 
the characterises of 
young people without 
work. 



Vocational preparation is useful to anyone, especially 
when unemployment Is high but special Initiatives have 
been set up for the benefit of young people who would 
otherwise get no further education or training offer. 
Priority must still be given to this group. 



Initiative may be Young people and/or referral agencies may not be used 

offering new or unusual to such opportunities, so It may take time to be 
activities. accepted. If this takes too long, re-examine objectives 

to see whether realistic. Publicity may need approving. 



Initiative may be based 
on activities which are 
or have become 
unpopular. 



Decision must be made as to whether the needs of the 
local labour market and consequent local employment 
opportunities should take precedence over aspirations, 
however unrealistic, of young people. 



Potential participants Examine selection procedures/initial interviews. These 

are not choosing to may be daunting for those with little self-confidence, 
take up offers of 
places. 
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Assessment 



Evaluation 



Description 
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Judgement of value 
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There are two reasons for evaluating 
vocational preparation initiatives. 

The first is that funders, political 
sponsors and legitimately-interested 
observers concerned with training 
and industry and with education need 
to be able to see how important and 
innovative work is being carried out. 
The fact that vocational preparation 
almost always involves the expenditure 
of public money reinforces the 
obligation to be accountable. 

The second reason is that 
practitioners themselves, and the 
young people who are in effect their 
clients, must be able to review what 
they are doing and to reach 
conclusions about its efficiency and 
its effectiveness. 

Some kind of evaluation of existing 
methods and achievements must be 
available as part of the basis for 
improvements and developments. 

The justifications for organized 
evaluation are simple and clear 
enough, but translating them into 
action frequently causes enormous 
difficulties which quite often result 
in nothing effective being done until 
some outsider demands an evaluation, 
very likely as a pre-condition to future 
funding. 

The principle cause of difficulties 
is the fear on the part of those running 
local initiatives that others, whose 
objectives may have national rather 
than local relevance, may conduct 
evaluations which are damaging 
because they are irrelevant or 
misleading, and may then use them 
against the interests of both the 
young people concerned, and of the 
initiative itself. Whether this fear is 
frequently justified or not does not 
matter. The important thing is that 



it exists and is always likely to exist 
wherever initiatives derive from a 
number of different sets of objectives 
reflecting the interests of highly 
diverse, and often geographically 
remote, groups of people. 

But despite the danger that the 
results of evaluation may be misused, 
or that evaluation itself may be badly 
carried out, it is vital that every 
vocational preparation initiative 
attempts, wherever possible, to carry 
out a thorough self-evaluation to 
reduce the need for external inspection 
(though not necessarily the desirability 
of seeking expert assistance to 
examine some aspects of the activity). 

This section proposes a means of 
providing self-evaluation which can 
be used as a basis for responding to 
outside questions about methods, 
success and failure, and which can 
also be invaluable as a starting point 
for discussions about changes or 
developments in the initiative. 

The approach breaks evaluation 
down into three components: 

- description 

- assessment 

- judgement of value. 
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6.2. Description 



6.3. Assessment 



A helpful evaluation must begin 
with a full description of/the Initiative. 
The simplest way to achieve this is 
to decide to confine thefdescrlp?*' * 
entirely to fact, and to adopt a c.^ar 
format of headings against which 
information can be updated at regular 
Intervals. 

There are plenty of options for the 
way in which the headings are devised 
and for the order in which they are 
presented. A single format was 
adopted by nearly all the initiatives 
associated with the production of 
this handbook. The material used as 
examples throughout the handbook 
is mostly extracted from these 
descriptions, which were arranged 
under the following headings: 

1. Objectives. 

2. Status. (Whether or not it is an 
independent initiative; whether or not 
it is part of a national programme for 
vocational preparation.) 

3. Funding. 

4. Clients. (Ages, status, sex, 
qualifications of the young people. 
Note particular strengths they have 
and any special problems they face.) 

5. Location and premises of the 
initiative. 

6. Staffing. 

7. Training, education and work 
programmes. (Including links with 
other institutions and initiatives.) 
6. Guidance and counselling. 

9. Assessment. (How is individual 
achievement recognized?) 

10. Additional information. 



An essential part of the day-to-day 
operation of any initiative is the 
assessment and monitoring of the 
work. The extent to v#hich assessment 
is required of initiatives differs from 
one Member State to another but, 
from the point of view of any individual 
initiative, an effective and full 
monitoring system is vital as a basis 
for self-evaluation and as a means 
of ensuring that correct facts are 
available for use in any evaluation 
conducted either by independent 
observers or by funders. 

Financial monitoring is always 
required and can be extremely complex 
if an initiative is providing training 
through production, and if finance is 
provided from more than one source. 
Budgetary performance needs to be 
monitored on at least a two-monthly, 
and preferably a monthly basis. The 
shorter period may be essential 
wherever there is a significant amount 
of production and particularly if sales 
are involved. 

Assessment of the day-to-day 
performance of an initiative's staff 
is also very important and needs to 
be done on a far more frequent basis. 
Much of this is likely to be achieved 
through a regular system of meetings 
but some written reporting system 
is likely to be necessary and staff 
meetings themselves benefit from 
having their important points recorded. 
It should be possible to compare 
actions with agreed plans. 

Following the progress of 
participants is by far the most 
significant task of any assessment 
system, since its results will make it 
possible to evaluate progress in 
achieving the prime objective of 
vocational preparation initiatives. 



Important aspects of monitoring the 
progress of participants are likely to 
be: 

- Instructors' regular reports on 
their work; 

- Participants' own views of their 
progress, perhaps through diaries, 
perhaps through group discussion, 
perhaps through regular Interviews 
with Instructors or social workers; 

- Observations of outsiders who 
have contact with them (for Instance, 
employers with whom they may be 
acquiring work experience). 

An extremely useful review of the 
essential elements of a monitoring 
programme has been produced in 



^■MHOi Illustration 

| A/>Co Community Workshops 

j ! ; ^i)f!n, |RL 

1 Manuring and evaluation of 
pre»v?x;alional preparation programmes 

Mo.Si important to establish first: 

(1) MeeJs of client 

(2) Training content to meet those 
needs 

(3) Criteria for assessment and 
evaluation. 

(1} Needs of client 

Needs of young people who participate 
in pro-vocational training programmes 
will vary but the most basic ones 
identified are: 

(a) Literacy; 

(b) Numeracy; 

(c) $ftif-confidence; 

(d) Personality/emotional problems; 
(a) Lack of basic skills (technical); 

(f) Lack of basic skills (social and life). 



(2) Training content to meet those 
needs 

(a) Literacy programmes to deal wltii 
trainees on a one-to-one basis usmg 
material which Is culturally relevant, 
Avoid 'school-ilke 1 atmosphere where 
possible. Variety of material to 
generate interest and motivation. 

(b) Basic measurement etc. through 
medium of technical skill, basic tahies 
and fractions etc. 

(c) Role playing, simulations, personal 
development programmes, counselling 
etc. 

(d) Group work, counselling, referral 
where necessary, psychological 
assessment. 

(e) and (f) Pre-training programmes 

in a variety of skills as per guidelines. 
Social and life skills programmes 
using a variety of techniques: role 
playing, group work, drama etc. 

(3) Criteria for assessment and 
evaluation 

(a) Literacy 

Measured by Standard Reading Test. 
This gives measure of individual's 
reading age on entering the workshop. 
It is administered again after six 
months to test progress, and also 
when possible on termination. 

(b) Numeracy 

By Standard Maths Test. 

(c) Self-confidence 

There are numerous measures of 
confidence or self-esteem available. 
Many of these require good levels of 
literacy. Standard tests may be 
adapted to suit needs. Other measures 
based on rating scales include the 
following criteria: 

— ability to communicate with others, 

— interpersonal behaviour, m —^^ m 



- job-seeking efforts, 

- confidence in carrying out specific 
tasks (skiil-related), 

- initiative or ability to do things 
on their own etc. 

(d) Personality/emotional problems 

Again, there are many psychological 
tests available to measure these - 
e. g. 'Eysenck's Personality Inventory 1 . 
If trainees have persistent problems 
they can be referred to psychologists 
for assessment. Regular meetings 
with trainees help identify specific 
problems as they arise. Criteria here 
might include; 

- problem behaviour in the workshop 
and under what conditions It occurs, 

- communication difficulties, 

- interpersonal problems, 

- attitudes to work, family, school, 
policy etc. 

Ongoing observation by trainers and 
group discussions are other methods 
of relevance here. 

(e) Skills: technical 
Assessment of individual and project 
work in a variety of skills by the 
trainers on an ongoing basis to 
determine trainees' weaknesses and 
strengths and skill preferences. 
Difficulties in connection with: 

(i) the handling of tools and 
equipment, 

(ii) measurement, 

(ill) reading and understanding written 
instructions, 

can be identified by trainers on the 
shopfloor at relatively early stages. 
Programmes to help overcome these 
difficulties can be initiated and 
progress monitored. Formal testing 
may not be appropriate in all cases 
for assessing attainment, but rather, 
individual continuous assessments. 
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(f) Social and life skills 

Again, as with the technical skills, 
ongoing monitoring tirough the 
observation of trainee performance 
on social and life skill exercises. 
Cr'teria here would include: 

- interpersonal behaviour and 
communication, 

- ability to communicate and be 
understood, 

- ability to handle conflict situations, 
use of source material (e. g. telephone 
directory), 

- job seeking behaviour, etc. 

All the above would contribute 
towards building up individual profiles 
on trainees and their development 
during the pre-vocational training 
period. At regular intervals, trainees' 
progress would be reviewed and 
further needs identified. Some trainees 
would, no doubt, progress at different 
rates than others. Consequently, 
facilities would be necessary to ensure 
that those progressing at slower rates 
would receive special attention and 
could remain in training for longer 
periods to build up confidence and 
skills. Others may be ready to leave 
earlier and their further 
training/employment needs could be 
evaluated and action taken by both 
themselves and trainers to pursue 
either training opportunities or 
employment opportunities. 



Certification Is an issue which 
always arises as a possible part of 
any assessment system. There is a 
great deal of argument about Its 
suitability and value to special 
vocational preparation Initiatives and 
practice varies considerably between 
Member States and also within 
Individual EC countries. 



The principal arguments on the 
Issue are outlined below: 

- It Is argued that vocational 
preparation Initiatives need to be able 
to offer young people status. To do 
this, a paper qualification must be 
provided to show what skill level they 
have reached. Employers need this 
Information. 

- It Is argued that low-level 
certificates are useless and may 
actually make It more difficult for 
young people to get jobs. They will 
simply confirm the marglnallty of the 
young people who need special 
vocational preparation. 

- It Is argued that, while certificates 
showing achievement are Irrelevant, 
certificates showing attendance and 
describing experience are of great 
value in Increasing young people's 
self-esteem and In proving to 
employers that they are reliable. 

- It is argued that even this kind of 
certificate can be damaging because 
It also labels a young person as 
someone for whom special provision 
must be made. 

- It Is argued that certificates may 
be irrelevant If Initiatives are closely 
enough Integrated Into local labour 
markets. Then young people will be 
accepted either because they are 
personally known, or because the 
Initiative is well respected. 

Whatever the arguments about the 
value or otherwise of issuing 
certificates to young people in 
vocational preparation Initiatives, 
practice Is certain to continue to vary 
quite considerably. Wherever the 
training In an initiative forms part of 
some accredited qualification, a 
certificate Is obviously ; 3S( „Jal at 
the end of the course. W^re ills is 



not the case, there Is a good deal of 
support for the practice of Issuing 
young people with a simple certificate 
stating time spent In the Initiative 
and listing carefully all training and 
other activity undertaken during the 
time. This can often be very helpful 
In demonstrating to employers that 
Individual young people have a record 
of attendance for work and have 
specified practical experience. 



6.4. Judgement of value ^^^^^^h 

An evaluation should make use of 
the objectives set out when an 
Initiative Is planned. It should examine 
the degree to which they have been 
achieved In the light of a cautious 
Interpretation of the progress made 
by Individual participants, In the light 
of conclusions reached about the 
efficiency of the Instruction and the 
administration and management of 
the Initiative, and In the light of the 
relationships sustained between the 
Initiative and other Institutions, Interest 
groups and relevant Individuals. 

The following Is an Illustration of 
the way In which Formation* 
Production, Oloron-Ste-Marie, F, sees 
this process. It reflects their own, 
perhaps Individual, approach to 
evaluation, but It sets out the range 
of complexities which any evaluator 
must at least consider. 
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Formation-Production, Oloron-Sainte-Marie, Aquitaine, F 



Local council Who evaluates Teacher evaluation 

policy - people concerned - evaluation objectives 

- training - the local council - organization 

- employment - the authorities - teaching team 

concerned 
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the teaching plan 
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the neods/wlshes of the 
trainees 



who is being evaluated 
during the training period 



trainee evaluation 

- acquired knowledge 
changes 

- behaviour 



financial 
backing 



to obtain a professional 
qualification 



to find work 
to start work 
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ultimate sociological 
objectives adjustment 



t 

personal 
developments 



Just as it was possible to suggest 
a format for describing vocational 
preparation initiatives, it is also 
possible to suggest the headings 
under which the conclusions reached 
during evaluation might be presented 
(they are not presented in any order 
of importance): 



- Economic: the role the initiative 
plays within its local labour market; 

- Educational: levels of educational 
achievement, and the appropriateness 
of educational methods; 

- Skill training; the level and the 
context of training and practical work 
experience; 

- Social: the extent to which the 
vocational preparation initiative is 
also a social initiative, and the role 
it plays in relation to young people's 
broader needs; 

- Structural: the relationship of the 
initiative to other relevant educational 
or training provisions; 

- Organizational: standards of 
administration, and design of 
administrative and participatory 
structures insofar as they bear a 
direct relationship to the delivery of 
good training; 

- Planning - assessment - 
evaluation: conclusions about the 
effectiveness of planning, assessment 
and monitoring processes and also 

a review of the evaluation itself. 

Self-evaluation in a vocational 
preparation initiative will usually be 
conducted through whatever 
management structure has been set 
up. If this structure does not allow 
for the active participation of staff 
at all levels it is likely to result in a 
great deal of unnecessary suspicion 
andjnsecur'ty on the part of those 
who feel excluded or unrepresented. 
Selv-evaluation must be an exercise 
in participation, albeit a controlled 
and efficient one. 
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7.1. Planning for change 



Any planning process should be 
completed with some ideas about 
the ways in which the plan led activity 
may change at some time in the 
future. This is especially relevant for 
vocational preparation initiatives 
which are established to respond to 
young people's needs in the context 
of their local communities. There are 
numerous reasons why such initiatives 
may need to respond to changes in 
social or economic conditions, or to 
new demands from participants, from 
politicians, or from the staff 
themselves. It is never likely to be 
possible to predict such changes 
exactly, but it is essential to try to 
remain aware of the kinds of 
developments which are most likely 
to be considered. 

At the time of publication, the 
initiatives associated with this 
handbook were predicting a variety 
of possibilities for their own futures, 
all of them working from the 
assumption that young people will 
continue to face equal, if not 
increasing, difficulties in entering 
the labour market and, therefore, that 
expansion is likely. 

Among the developments predicted 
by Individual Initiatives were: 

- diversification of training and 
education to provide a greater range 
of possibly transferable skills; 

- extension of cultural, sporting 
and social activities; 

- attempts to set up small production 
units, possibly cooperatives, to 
capitalize on manufacturing experience 
gained during training and to provide 
jobs; 

- Improvement of the range of 
training available for females; 



- increased emphasis on providing 
continuing contact and support for 
ex-participants. 

these predicted developments have 
been accepted as possibilities by 
managers or sponsors of initiatives 
because they represent responses 
to developments or changes either 
inside or outside their initiatives and 
because they are consistent with 
their objectives. 

It is extremely important in a 
fast-developing field to keep noting 
and reviewing objectives so that they 
can be used as a bench-mark of 
acceptability of new ideas. If this is 
not done, the chances of initiatives 
being deflected from their real 
purposes (and perhaps from serving 
the interests of their original 
participants) in order to respond to 
either crises or apparent opportunities 
are quite high. 

There are, of course many ways in 
which an initiative may need to be 
altered, but most of them are 
contained within four principal kinds 
or change: 

- an increase or decrease In the 
size of an initiative; 

- an attempt to improve the quality 
of what is being offered to young 
people; 

- alteration in the contents of what 
Is oeing provided; 

- a widening or narrowing of the 
range of young people coming within 
the scope of the initiative. 

These changes are likely to be 
prompted either by some change in 
the external circumstances affecting 
the initiative, or by the initiative's 
own evolution making change 
necessary. 
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1 7.2. Changed circumstances i 



The most significant likely change 
in the circumstances dictating the 
development of vocational preparation 
is a change in the numbers of 
unemployed young people. It is likely 
to have a powerful effect not just on 
the intentions of those responsible 
for funding and administering 
initiatives, but also on the expectations 
of the public (especially when 
unemplovment has increased and a 
great deal of publicity is being given 



to anyone attempting to do something 
about it). All the more reason to be 
careful to examine the real 
implications of increased or reduced 
unemployment and the considerations 
which must be set against any 
decision to increase or decrease the 
amount of vocational preparation 
available. 

A change in the numbers of 
unemployed young peoole is, of 
course, only one example of a change 



Possible significance of changes in numbers of unemployed young people 



an increase i 



1. May require expansion of existing 
initiatives 



2. May require more initiatives 



A change in the numbers of young 
unemployed people 



May not have affected the young 
people for whom the initiative has been 
designed, or may not have affected the 
> locality it serves. 



a decrease 



•1. May necessitate fewer initiatives 
2. May require smaller initiatives 
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which can radically affect the way 
in which the future of an initiative is 
planned. Other important changes 
may include; 

- changes or developments in policy 
towards vocational preparation from 
the European Community, a national 
government or a regional or local 
government; 

- changes in laws or regulations 
either affecting secondary education 
for young people aged 15 or more. 



or concerned with the availability or 
content of vocational training; 

- alterations in the attitudes of 
young people towards vocational 
preparation, resulting perhaps in 
either increased or decreased 
willingness to participate in it; 

- changes affecting the availability 
of suitable staff for initiatives; 

- increased or decreased number 
of other local vocational preparation 
initiatives. 



Affecting decisions about expansion 1. The best way to maintain and 
should be consideration of: increase quality. 

2. The most economic way to provide a 
wide range of activities. 

3. The nature and location of the new 
young unemployed. 



In which case other considera 4 ions 
must dictate whether or not change is 
necessary. 



Affecting decisions about contraction "^1. The need to continue to help those 
should be: for whom there Is still no viable 

alternative. 

2. The need to continue to offer good 
vocational preparation to those who 
have not yet benefited from It. 
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The other, and perhaps more 
common root cause of the need for 
changes in an initiative is the natural 
evolution of abilities, attitudes and 
ideas which takes place over time. 
Enterprises of most sorts tend to 
evolve considerably before sufficient 
Internal pressure is built up to dictate 
changes, if change is delayed too 
long or resisted under these 
circumstances, an initiative may 
collapse because its practice, its 
methods, or infrastructure may be 
seen to fail to reflect the expectations 
of everyone involved in it. 

Evolution may also result in 
imbalances within an initiative, or in 
conflicts between its staff, which 
cannot easily be resolved, it may not 
lead to improvement or expansion at 
ail. If it goes unrecognized and 
unchecked, it may destroy an initiative. 

in most cases, although the major 
stimulus for developing an initiative 
will either be changes in the 
circumstances affecting it or evolution 
of its own capacity, both will need 
to be taken into account. 

in most Member States, vocational 
preparation is sufficiently new as a 
concept for it to be inevitable that 
policies, techniques and attitudes 
relating to special initiatives are liable 
to change or be modified quite 
frequently. At the same time, so many 
Initiatives have themselves only been 
operating for at most four to five 
years, that they are evolving at a swift 
and sometimes apparently 
unpredictable rate. 



Evolution and change 



May be associated 
with: 



Evolution of the 
initiative over time 



But may also be 
accompanied by: 
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1. 

Increased competence 

of staff 

2. 

Improved techniques 
^ of education or 
"Straining 

3. 

Better support from 
local politicians, 
social, educational or 
training Institutions 
4. 

More financier lacking 
5. 

Increased ability to 
recruit chosen client 
group 



which should suggest 
continued 
development of the 
initiative in which it 
may be possible: 



1. 

To increase size 
2. 

To improve quality 
further 

3. 

To Increase the range 
of activities by further 
investment 
4. 

To develop the scope 
by admitting a more 
widely based client 
group 



1. 

Experienced staff 
leaving for new jobs 
2. 

Major changes In 
accepted standards of 
good practice 

3. 

Isolation from some 
vital local Interest 
groups 
4. 

No capital to Invest In 
replacement 
equipment and 
machinery 

5. 

Major changes In 
target group of young 
people 



which may well mean 
that the initiative 
should be reviewed to 
determine if it should: 



1. 

Continue to develop 
along existing lines 

2. ■ ^;;.^j:v.^j; 

Be closed or merged 
w with some other 
■►institution 

3. ■ ,. • • 
Be redesigned . 



Decisions about change are likely 
to have to be based on a sophisticated 
and complex appreciation of need, 
market forces, official policy and 
professional capacity. This section 
can be no more than an outline of 
some of the possibilities which must 
be considered. Because these 
possibilities are complex and, because 
those involved from day to day are 
inevitably under almost constant 
pressure, they are certain to need 
some assistance in recognizing the 
implications of their current practice, 
as well as in planning for the future. 
Experience argues the value of two 
different kinds of resource: 

- automatic and compulsory time 
away from the initiative to evaluate 
and plan together as a group - this 
may be called training or it may be 
called planning: it does not matter 
as long as It happens: 

- the availability on a regular basis 
of someone or some group able to 
take on an informed but detached 
view of the initiative. This may be a 
consultant of some sort (In some 
cases psychologists have been used 
effectively), or it may be in the form 
of a management or advisory 
committee. 

Tho role of the outsider is always 
important. Vocational preparation Is 
concerned with transition from school 
to adult and working life. Its 
practitioners cannot afford to risk 
becoming narrow or losing their own 
contacts with the world of work. 

An unplanned initiative will never 
fulfil Its obligation to the young people 
for whom it exists. On the other hand, 
an initiative which Is too tightly 
planned and lacks the flexibility to 
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respond to change or which Is run 
without the confidence to admit fresh 
ideas and objective criticism will 
inevitably fail in the basic objective 
of good vocational preparation, that 
is, to provide for young people training, 
education, experience of work and 
social support, which will increase 
their career choices and improve their 
ability to select and pursue one of 
them. 
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mmm FUadlng list ^^^^^^^^^^m 

The list which follows, has been 
compiled on the basis of various 
suggestions for further reading and 
source material made by members 
of the group and of CEDEFOP's 
documentary resources. The lists are 
not comprehensive and, as regards 
the more subjective as opposed to 
factual material, group members may 
not necessarily agree with the theories, 
analysis and advice offered. The 
intention has been to provide a varied 
list from which readers may choose 
those areas which Interest them most. 

Most of the entries, including the 
vast majority of material published 
at national level, has for easy reference 
been categorized under subject 
headings which relate directly to the 
various sections of this handbook. 
Foiiowing these sections, there is a 
list of publications of a more general 
nature relating to vocational training. 
Many of these are published by 
CEDEFOP. inevitably some titles 
apply to more than one category but, 
for reasons of space, they have been 
entered once only. 

Many of the books are not published 
by large commercial publishers whose 
titles are readily available in 
bookshops. Consequently, the names, 
addresses and, where known, 
telephone numbers of publishers 
have been listed to help readers to 
locate suggested material and obtain 
up-to-date Information on new 
publications. 

To the best of our knowledge, the 
lists were accurate at the time of 
going to press. However, the author 
and publishers cannot accept 
responsibility for the continuing 
availability and current prices of titles 
included. 

110 "3 



- Accompanying reading list lor Section 3 - Objectives 

* = Material produced by these publishers can be purchased or ordered from most booksellers, thus 

avoiding additional costs for postage and packing (P&P) 



Author/s 


Title 


Publisher & address 


Lan- 

gusges 

available 


Date 


Price 


A. Youth unemployment - Publications from Denmark 






Youth unemployment 1078 


Undervisnlngsmlnlsterlet, 

Arbejdsmlnlsterlet, 

lndenrlgsmlnleterlet,Vester 

Voldgade117, 

1552 Kabenhavn V. 


Danish 
English 


1979 


Free 




Indeateenmod 

ungdomsarbejdslesheden 1979 


Undervisnlngsmlnlsterlet (as above) 


Danish 


1980 


Free 




Meaeurae to combat youth 
unemployment taken according tot 
the employment plan 


Undervlsnlnosmlnlsterlet (as above) 


Danish 
English 


1978 


Free 


Youth unemployment - Publications from France 




Collectlf 


Lee Jeunes et le premier emplol 


Association des Ages, 
73 avenue Paul Dousser, 75018 
Paris. 


French 


1977 




Youth unemployment - Publications from the Federal Republic of Germany 




Jugendeozlalarbelt for die achtzlger 
Jahre 


ArbeltsgemelnschaftHeimathllfe 
Nordrheln-Waatfalen, Zaughauaatr. 
13,5000KOIn1 


German 


1979 




Q«ro Lenhardt 

o 1 


DerhllfloseSozlalstaat- 
JugendarbeiteloelgkeltundPolltlk 


Suhrfcamp Varlao Frankfurt/Main 
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German 


1979 
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B. Murphy I T.Morrlssey 



Youth unemployment - Publications from Ireland 



A Study of Youth Employment In 
North Central Dublin 



AnCOandthe Department of 
Labour, Available from AnCO, The 
Industrial Training Authority, PO 
Box 458, Baggot Court, Upper 
Baggot Street, Dublin 4. 



English 



July 1976 



Free 



Youth unemployment - Publications from the United Kingdom 



Adrian Slnfleld 


What Unemployment Means 


Martin Robertson & Co, Ltd.,' 108 
Cowley Road, Oxford 0X4 UF, 
Tel, Oxford 0865-491 09 


English 


1981 


UKL2.75 


Institute of Careers Officers 


Young People and Unemployment 


Institute of Careers Officers, 2nd 
Floor, Old Board Chambers, 37a 
High Street, Stourbridge, West 
Midlands. Tel. Stourbridge 76464 


English 


1980 


UKL2 


Into Work 


Jobless -a study of unemployed 
young people In North Tyneslde 


Into Work, 

57 Chalton Street, London NW1. 
Tel. 01-388 4753 


English 


1980 


UKL1 
IncP&P 


Peter Makeham 


Youth Unemployment - an 
examination of evidence on youth 
unemployment ualng national 
statistics - Research Paper No 10 


Department of Employment, 
Economic & Social Division, 
26 King Street, London SW1Y6RB. 
Tel. 01-214 6000 


English 


March 
1980 


Free 


David J. Smith 


Unemployment and Racial 
Minorities 


Policy Studies Institute, 
1 Castle Lane, London SW1, 
Tel. 01-628 7055 


English 


Feb. 1981 


UKL5 



B. Training practice: Background reading/guidelines - Publications from Denmark 





Rapport om forsag mod 

komblneredeundervlsnlngs-og 

produktlons-programmer 


Limited number available from: 
Undervlsningsmlnlsterlet, Vaster 
Volgade117, 1552 Kabenhavn V, 


Danish 


1978 


Free 


Palle Banke og Blrthe Hedegaard 


Beskseftigelaesprojekter for unge 
arbejdslese 


Teknologlsk Instftut, 
Gregeraenavej, 2630 Tastrup. 


Danish 


1980 


Free 


K. D. Wagner 


Unodomsarbejdslosheds- 
bekampelse 


Kebenhavns Unlversltet, Instltut for 
Pfiedagoglk,St,Kannlkestraedel8, 
1169 Kabenhavn 


Danish 


1980 






Training practice: Background reading/guidelines - Publications from the Federal Republic of 

Germany 



Pater-Werner Kloas 


BerufsMartprobleme und 
MaBnahnnen zur Berufsvorbereltuno 
und -aurbilduno von Sonderschulen 
und Hauptschulabgfinoern 


Bundesinstitut fOr Berufsbilduno, 
Fehrbelliner Platz 3, 1000 Berlin 31. 


German 


1979 


Free 


G. P. Bunk, A. Hosel, R. Reiser, Q. 
Slehlmann, D. Zlelke 


BerufeelngllederunQ und 
Berufsausblldung Juoendllcher 
ohne HauptschulabschluB (DHKT 
Modell) 


Bundesinstitut for Berufsbilduno 
(As above) 


German 


1980 


Free 


M. Baethoe et al 


Ausblldunjs- und 
Berufssta/tprobleme Juoendllcher 
unter der Bedlnounoen verschfirfter 
Sltuatloren auf dem Arbelts- und 
Ausblldnngsstellenmarkt 


Soziologlsches Forschunosinstltut 
(SOFI) GOttlnoen 


German 


1978 






Das Berufsvorbereltunoslahr 
(Heftthema) In: Die Deutsche Bcrufs- 
und Fachachule 74/1978/70 


Franz Stelner Verlao 
Wiesbaden 


German 


1978/79 




Training practice: Background reading/guidelines - Publications from Fra 


nee 




A. Balller, J-Q Mellhac 


Formations en altemance: 
experiences franchises 


Aoence Natlonale pour le 
Developpement de I'Educatlon 
Permanente (ADEP) Tour Franklin 
C6dex 11, 92081 Paris la Defense. 
Tel. Paris 776 42 21 


French 


March 
1980 


FF40 


Collectlf 


La Formation dans les prisons 


ADEP (as above) 


French 


March 
1980 


FF56 


Collectlf 


Groups d'actions Educations 
dducatlves concerteea 


ADEP (as above) 


Fench 


March 
1981 




Training practice: Background reading/guidelines - Publications from the Unltec 


i Klngd< 


Dm 


British Association for Commercial 
and Industrial Education 


Industrial Training Boards - 

— ^ 


British Association for Commercial 
.and Industrial Education (BACIE), 
36 Park Crescent, London W1N 4AP. 
Tel. 01-636 5351 


EnQllsh 


1979 


UKL 4: 
UKL 2 for 
members 





National Conference for Community 
Service Agencies Report 


Community Schemes Unit, National 
Council for Voluntary Organizations, 
28 Bedford Square, London WC1. 
Tel. 01*636 4066 

Community Service Resource Unit, 
Scottish Community Education 
Centre, 

4 Queensferrv Street. Edlnburoh. 
Tel, 031 225 9451 


English 


1981 


Free 


Geoff Stanton 


Experience Relectlrn Learning 
- suggestions for organisers of 
schemes of Unified Vocational 
Preparation 


Further Education Curriculum 
Review & Development Unit (FEU), 
Rm 5/81, Elizabeth House, York Rd„ 
London SE1 7PH, Tel, 01-928 9222 


English 


Jan, 1980 


Free 




Community Enterprises 


Grapevine, BBC TV, 
London, W128QT. 


Enalish 


1981 

1 WW 1 


Free 


B. 0. Pettman et al 


Impact of Government Sponsored 
Training 


MCB Publications, 

198/200 Kelghley Road, Bradford, 

West Yorks» BD9 

Tel, Bradford 0274499821 


English 


1979 


UKL5.75 
+ 0.57 
P&P 


Manpower Services Commission 
(MSG) 


Annual Report 


Manpower Services Commission 
Selkirk House, 

166 High Holborn, London WC1V 
6PF 

Tel. 01-836 1213 


English 


Annual 


Free 


MSG 


MSG Manpower Review 


MSG (as above) 


English 


1980 


Free 


MSG 


Review of the second year of 
Special Pre rammes 


Special Programmes Division 
MSC (as above) 


English 


1980 


Free 


MSG 


Sponsors' Handbooks (Training 
Workshops, Community Service, 
Project Based Work Experience & 
Work Experience on Employers' 
Premises) 


Special Programmes Division MSC 
(as above) 


English 


Aug. 1980 


Free 


Richard Grover et al 


Work & the Community - a report 
on the MSC Special Programmes for 
the Unemployed 


National Council for Voluntary 
Oroanizations, 26 Bedford Sauare. 
London WC1. Tel, 01-636 4066 


English 


1980 


UKL2.75 


Manfred Jourdan (Editor) 


Recurrent Education In Western 
Europe 


NFER Publishing Co, Ltd,; Darvllle 
House, 2 Oxford Road East, 
Windsor Berks SL4 DF. Tel. Windsor 
69345 

European on/era Wa: Global Book 
Resources, 109 Great Russell Street, 
London WC1 


English 


1980 
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MonlkaJamlesonWray, Christine 
Moor & Sheelagh Hill 


Unified Vocational Preparation: 
An Evaluation of the Pilot 
Programme 


NFER (as above) 


English 


1980 


UKL6.75 
lnc,P&P 
UK: 

UKL7.6S 

ftVfifflftflfi 
V'UfQQQO 

orders 


National Youth Bureau 


Community Service for Unemployed 
Young People (a study of schemes 
In Coventry, Liverpool & Plymouth) 


National Youth Bureau, 

17*23 Albion Street, Leicester LEI 

690, Tel. Leicester 554775 


English 


1980 


UKL 0.85 


YMthaid 


Youthald Working Group Review of 
the Youth Opportunities Programme 


Youthald, 

Tress House, 3 Stamford Street, 
London SE1 9NT, Tel, 01-928 6424 


English 


Jan, 1981 


UKL1 
Inc, P&P 
In UK: 
Add UKL 

i IVI 

overseas 


C. Descriptive material on potential participants In vocational preparation - Publl 

the Federal Republic of Germany 


cations 


from 


Klaus Schwelkert 


FehlstartlnsBerufsleben 
Jungarbeiter, Artbeltalose, 
unversorgte Bewerber urn 
Ausblldungsstellen 


BundeslnstltutfOrBerufsblldung 
(See previous category for address) 


German 


1979 


Free 


Frank Braun & 
Alois Weldacher 


MateriallenzurArbeltsloslgkeltund 
Berufenot Jugendllcher 


VerlagDeutschesJugendlnstltut 
Monchen 


German 


1976 






VlerterJugendberlcht: 
Sozlallsatlonsproblemeder 
arbeltendenjugend In der 
Bundearepubllk Deutschland 


Deutscher Bundestag, Bonn 


German 


1978 




Klaus Schwelkert et at 


JugendllcheohneBerufsaiiSblldung 
- litre Herkunft, Ihre Zukunft 


Hannover 


German 


1975 




Elke Stark von der Haar 


Arbeiterjugend - haute, Jugend 
ohne Zukunft? 


Neuwled Luchterhand 


German 


1977 





Descriptive material on potential participants in vocational preparation - Publications from 

Ireland 



Claire Hastings 

Dee O'Byrne & Noel Jones 


The Learning Problems of Disabled 
Trainees 


AnCO * The Industrial Training 
Authority, PO Box 456, Baggot 
Court, Upper Baggot Street, 
Dublin 4 


English 


Jan. 1978 


Free 


Brenda McQennis 


Young Industrial Workers - a study 
of the transition from school and 
adjustment to work of young 
Industrial workers In Dublin 


Research & Planning AnCO (as 
above) 


English 


1979 


Free 


D. O'Byrne & Brenda McQennis 


To be or not to be - a study of the 
job aspirations of Intermediate and 
Group Certificate students In 
Vocational Schools In Dublin & the 
West of Ireland 


AnCO (as above) 


English 


1979 


Free 


Mary Leydon 


Young Women Workers * a study 
of young women industrial workers 
in the West of Ireland 


AnCO (as above) 


English 


April 
1980 


Free 




Going Solo - Part 1 & Part II 


O'Brien Educational, 
11 ClarA Street, Dublin 2. 


English 


1980 


IRL 0,80 
each 


Descriptive material on potential participants in vocational preparation - Publications from the 

United Kingdom 


John Qrimond 


Youth Unemployment and the 
Bridge from School to Work 


Anglo-German Foundation, 
St Stephen's House, Victoria 
Embankment, London SW1A 2LA, 
A/so; 53 Bonn 2, Jean-Paul- 
StraBe 12, FR of Germany. 


English 


1980 


UKL4.95 


Commission for Racial Equality 


Youth In Multi-racial Society: 
The urgent need for new policies 


Commission for Racial Equality, 
Elliot House, 10-12 Allington St., 
London SW1E5EH. Tel. 01-828 7022 


English 


March 
1980 


UKL 1,50 


Linda Clarke (For Department of 
Employment, Careers Service 
Branch) 


The Transition from School to Work 
- a critical review of research In 
the United Kingdom 


Her Majesty's Stationery Office,* 
49 High Holbom, London WC1V 
6HB 

Tel. 01-928 8977 


English 


1980 


UKL2.50 
Paper- 
back 


Manpower Services Commission 


Young People and Work 


HMSO as above 


English 


1978 


UKL 2.50 


Into Work 


In Need of Experience * a study of 
the views of unemployed young 
people In the YOP 


Into Work, 

57 Chalton Street, London NW1 
1HU 

Tel. 01-388 4753 


English 


1980 


UKL 1 
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National Association for Asian Youtr 


Working with Asian Young People 


National Association for Asian 
Youth, 46 High Street, Southed, 
Middlesex. 


English 


1979 


UKL 0.35 


Bryan Dockerall 

(for the Council of Europe) 


School and After 


NFER* (see previous category for 
addresses) 


English 


1978 


UKL 
10.75 
UKL 
11.82 
overseas 


Or, Chris Murray 


Youth Unemployment: a 
Social-Psychological Study of 
Disadvantaged 16- 19 year olds 


NFER (as above) 


English 


1978 


UKL 6 
UKL 6 60 

Villi WiVW 

overseas 


John Panckhurst 4 Arthur Q. 
McAllister 


An Approach to the Further 
Education of the Physically 
Handicapped 


NFER (as above) 


English 


1980 


UKL 5.50 
UKL605 
overseas 


Patricia Rowan 


What Sort of Life? A Paper for the 
OECD Protect The Handicapped 
Adolescent' 


NFER (aa above) 


English 


1980 




A. Sawdon,S. Tucker & J. Pelican 


Study of the transition from school 
to working life, Vol.1 

Study of the transition from school 
to working life, Vol. II 


Youthald (as above) 


English 
English 


Jan. 1979 
Jan. 1981 


UKL 4 
UKL 5 
overseas 
UKL 3 
UKL 4 
overseas 


D. Bibliography & reference - Publications from the Federal Republic of Germany 




Manfred Bobzlen, 
JoseflnePopp 


Blbllografle zur Berufsvorbereltung 

undBerufsausbildung 

LernbeelntrflchtlpterJugendllcher 


BundeslnstltutfOrBerufsbildung, 
FehrbelllnerPlatz 3, 1000 Berlin 31 


German 


1980 


Free 


Albrecht MQIIer-SchOII, Joachim 
Kleppel, QOnther Sommer 


Jugend In Berufanot 


Klett-Cotta; 

Konzepte der Humanwlssenschaften 


German 


1980 


DM 12.80 


F. Braun, 
B. Qravelas 


Die Ausblldung der jungen 
Ungelemten 


DeutschesJugendlnstltut 
DJI-Dokumentatlon 
Saarstr.7 
8000 MOnchen 


German 


1981 




Bibliography 4 reference - Publications from the United Kln( 


|dom 






David Wheatley (Editor) 


A Training Officer's Guide to the 
Education System of Great Britain 


British Association for Commercial 
and Industrial Education (BACIE), 16 
Park Qwent, London WIN 4AP 


English 


6th Ed. 
1978 


UKL 4: 
UKL 2 for 
members 
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DE&MSC 


Research 1979-1980 - 
Department of 

Employment/Manpower Services 
Commission 

Wl 1 If ■ ■ 1 WW P¥lf 


Her Majesty's Stationery Office, 49 
High Holborn, London WC1V6HB. 


English 


1980 


UKL4.50 


MSG 


Quids to the work of District 
Manoower Committees 


MSC, Selkirk Housb, 166 High 
Holborn London WC1V BPF 

nviwui, LwllUUll iivIy urii 


English 


Dec 1979 


Free 


MSG 


Special Programmes Division 
Research - Work In Progress, 
Planned and Completed - 
Organisational Asoects 


Special Programmes Division, MSC 
(as above) 


English 


Dec i 


Free 


Q. Terry Page &J.B. Thomas with A, 
R. Marshall 


International Dictionary of 
Eduoatlon 


Kogan Page', 

120 Pentonvllle Road, London N1. 
Tel. 01-837 7851 

France: SCM Publications, Centre 
Buret, Placode Reflets La Defense 
2, 92081 Paris. 
Denmark: SvenGade a Erik 
Sandemande l/S, 17 Mellemvang, 
2970 Horsholm 


English 


1977 


Paper- 
back 
UKL2.95 
UKL3.50 
Inc 


E. Relevant Journals and newsletters - Publications from Italy 


Luclo Pagnoncelll 
(Dlrsttore) 


EducazloneAdultl 


Distribution via: 
Edlzlonl delle Autonomle, 
via C. Balbo, 35 Roma, Italia. 


Italian 


Bi- 
monthly 


Annual 
sub. LIT 
18000 
Overseas 
LIT 30000 


Journals and newsletters - Publications from the United Kingdom 


British Association for Commercial 
and Industrial Education 


BACIE Journal 


BACIE, 18 Park Crescent, London 
W14AP. Tel. 01-838 5351 


English 


Monthly 


UKL2 
per Issue: 
Free to 
members 


Lionel Morrison 
(Editor) 


New Equals 


Commission for Racial Equality 
(Address listed above) 


English 


Bi- 
monthly 


Free 


Community Service 
Unit 


Community Schemes Report 


Community Service Unit, National 
Council for Voluntary Organisations, 
26, Bedford Square, 
London, WC1B3HN. 
Tel. 01-838 4066 


English 


Monthly 


Free 



Beading list 



N Steve Reardon 

w (Editor) 



Manpower Services Commlsslor 



National Council for Voluntary 
Organisations 




ai 

(Editor) 



GAIIInson 
(Editor) 



Employment Gazette 



Actions Back Issues 
Network 



Worksheet 




Youth In Society 



Times Educational Supplement 
(particularly 'School to Work') 

Training Workshops Bulletin 



Department of Employment, 

From: HMSO, 49 High Holborn, 
London, WC1V 6HB 



English 



MSG (see previous category for 
address) 



Employment Unit, NOVO, 
(Address as above) 



National Youth Bureau 
17-23 Albion Street, Leicester 
LEI 6QD, Tel, 0533 538811 



Available from newsagents 

Training Workshop Resource Unit, 
Community Projects Foundation, 
60 Highbury Grove, London N52A6, 
Tel. 01-359 1363 



English 



Monthly 



Annual 
sub. Inc. 
PAP 
UKL 

2772: per 
Issue 



English 



English 



English 



English 



Final 

Issues 

March 



Free 
Free 



Monthly 



Free 



Monthly 



Weekly 



Quarterly 
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Accompanying reading list lor Section 4 - Design 

In the following list emphasis has been placed on providing a sample of practical material, Titles 
Included are geared towards the English language reader and some sections, notably 'Film and Video' 
under Learning aids, are of relevance only to UK readers. German and UK publications are listed first 
under subject headings and these are followed by a small selection of French publications. 
Most of the topics covered ere constantly under review, with new methods and techniques developing 
all the time. Readers are advised to keep In touch with new publications by scanning reviews In some of 
the journals listed on page 205, It may also be useful to get hold of up-to-date publications catalogues 
from someof the specialist publishers mentioned below. Many local organlzat ons publish handbooks, 
bulletins and Information sheets etc. It Is worth visiting local advice centres and other relevant local 
agencies to find out what Is available, 



' = Material produced by these publishere can be purchased or ordered from most booksellers, thus 
tlonal costs for postage and packing (P&F). 



avoiding additional 



Author/s 


Title 


Publisher & Address * 


Lan- 


Date 


Price 








guage 







A. Funding 



Commission of the European 
Communities 



Grants and loans from the European 
Community 



Commission of the European 
Communities, 20 Kensington 
Gardens, London W84QQ, 
Tel, 01727 8090 
29 Merrlon Square* Dublin 2. 
Tel. Dublin 760353 



English 



April 
1979 
New ed. 
pending 



Free 



TomCynog-Jones 



Fund Raising for and by Small 
Groups of Volunteers 



The Volunteer Centre, 
29 Lower King's Road, 
Berkhamsted, 
Herts, HP42AB. 



English 



4,50 + 
0,25 P&P 



Department of Employment 



The European Social Fund -What 
It does, who can apply? 



Department of Employment, 
Overseas Division, Caxton House, 
Tothlll St,, London SW1H9NA, Tel, 
01-213 3000 



Jan, 
1981 



Free 



Er|o Council 



Grants for Youth Exchange 



Exchanges Department, British 
Council 85 Davles Street, London 



English 



Free 



MfaU Ail 



8 



Mike Granatt 


The Caring Community: aid from the 
Social Fund (In: 'Employment 
uazene November i960 p. 1166) 


Department ot Employment, 
From HMSO, * 49 High Holborn, 
London WC1V6HB 


English 


Nov. 
1960 
Issue 


UKL2 


Family Welfare 
Association 


Charities Digest 


Family Welfare Association, 
Central Office, 501 Klngsland Road, 
London E8. Tel. 01*254 6251 


English 


Annual 


UKLS.50 
+ 

A *9e nun 

075 P&P 



JIIIFalrbairns 



M, R. Freshwater 



C. Qallop 



Literacy, Numeracy and the Young 
Trainee -a handbook for 
Supervisors of Youth Opportunities 
Schemes 



Experiences of Using Outward 
Bound Training as part of i " 
Opportunities Programme 



Making the Most of Training 
Workshop Opportunities Usin M „ 
Basic Skills Checklist Volumes I & 



Developing a Questionnaire to help 
irepare Young People for Work 
Experience 



Adult Literacy & Basic Skills Unit, 
Klngsbourne House, 229/231 High 

Holborn, London WC1V7DA. Tel. 
01-4064017 

National Youth Bureau, 17-23 

Albion Street, Leicester LEI 6QD. 
Tel. 0533 536611 

Training Services Division, MSC, 
162- 168 Regent Street, London 
W1R6DE. Tel. 01-214 6417 



Instructional Guide to Social and 
Mfe Skills 



Training Services Division, MSC, 95 
Wlgmore Street, London W1H9AA. 
Tel. 01-486 6688 

Training Services Division, MSC, 
above) 



Further t'ducatlon Curriculum 
Review 4 Development Unit, limited 
number of copies available from: 
Publications Despatch Centre, 
Honeypot Lane, Canons Park, 
Stanmore, Middlesex. Tel. 01-952 
2366 Ext. 503 

Manpower Services Commission, 
Selkirk Houee, 166 High Holborn, 
London, WC1V6PF. 

National Extension College, 18 
Brooklands Avenue, Cambridge CB2 
2HN. Tel. 022363465 



1981 



English 



English 



English 



Aug. 
1979 



July 



July 



Sept. 



UKL1 + 
P&P 



70p 



Free 



Free 



Alec Oxford, Derrick Sprang & 
Graham Swain 


Knowing's Not Enough - five case 
studies of a social education 
approach In the Youth Opportunities 
Programme 


National Youth Bureau, As above 


English 


Feb. 
1960 


UKL2.50 


Philip Priestley etal 


Social Skills and Personal Problem 
Solving - a handbook of methods 


Tavistock Publications Ltd./ 11 
New Fetter Lane, London EC4, Tel, 
01-563 9855 


English 


1978 


UKL5.95 


Q. P. Stanton etal 


Developing Social and Life Skills 


Further Education Curriculum 
Review & Development Unit, Room 
5/81, Elizabeth House, 39 York Road, 
London SE1 7PH. Tel. 01-928 9222 
Ext, 3177 


English 


Jan, 
1980 





Training and education - Publications from the Federal Republic of Germany 





Handbuchzur 
Berufswahlvorbereltung 


Bundesanstalt for Arbeit 
ReoensburgerStr.104 
8500 NOrnbero 


German 








Berufsvorbereltung und 
Berufsausblldung for benachtelllgte 
Jugendllche 


Bundeslnotltut (Or 
Berufsblldungsforschung 
FehrbelMner Platz 3 
1000 Berlin 31 


German 


1981 






Berufsblldungsberlcht,erschelnt 
self 1971 InjfthrllcherFolge 


Der Bundesmlnl8ter far Blldung und 

WIssenschaft 

Stresemannstr.2 

5300 Bonn-Bad Godesberg 


German 


annually 




Heinz Dederlng 


Lernen for die Arbeltawelt, 
Sammelband 


Heinz Dederlng 


German 


1979 






DurchfOhrung des 
Berufsvorbereltungsjahres, In: 
AmtllchesSchulblatt,S, 70775 


KultusmlnlsterNordrheln-Westfalen 
V6lkllnger Str. 49 
4000 DOsseldorf 


German 


1978 




K. H. Selfert 


Handbuch der Berufspsychologle 


K. H. Selfert 
Gfittlngen 


German 


1977 





leading list 

• '•:..r.:... .'•'•••.V •; 



ftiMMIIIoufVOifliIMn ion 



tund>UMir<KoniiniuionfOr 

Mngiplinungund 

FofMhunftifOrdtruno 

MOOIwnt 



airman 



1976 



C. Uamlng AMi * Qimti/nioum paoki 



Jan Ma* 



TM Youth 0«mH loofc 



CommurOMtlen Oamn 



^wifi^^^Hilpaj 

HmuWloni, i handbook for 



L«nlft0 from Export** 



aVirtl* n laWA VIA 



ImmmMiAJ^^ 1- 

UywpiwojwuiODtOOiPHQ 



IntonnodtitoTmtinontRoiouroi 
ControJUtlwilCmoont, 
Edinburgh 

wwwior^iuiw.m 

Windsor 

NF» (m tbovo) 

Kogan Pigo UoV 120 Pwionvllk 
5* London N19JN.T4, 



•raadOMtlng Support 8«rvtCM 
(AAoultUto^SuMort 
NHoooFund),Roo(nl7iw 
JMnttm Avmut, London, W36XJ. 
MOM 0622 

Saota SMtls Unrt at trit National 
Ixttnalon CollOQt (too abovt) 



Sngllih 



Engllih 



Engllih 
Engllih 

Engllih 



Engllih 
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1979 



1979 
1960 



I960 



UKL2 



UKL5.25 

inc. PAP 

+ 10% 

tf'mai 



Astbova 

UKltW 
Hardback 



UKL3.W 
Inc. PAP 



UKL 10 



a Umring AMi - Rim and vktM 

er|c ™ 



Cement & Concrete Association Film 
Library. Wexham Springs, Slough 

16 mm films oovtflng espects of 
concrete design and construction, 
available on free loan to UK 
borrowers. 


Guild 8ound & Vision Ltd., 
Woodston House, Oundle Road, 
Peterborough, PE2 9PZ. Tel. 
Peterborough 

16 mm films, mostly also available 
In video formats. Subjects Include: 
management, safety and security, 
first aid, technical training, 
presentation skills. Some films on 
free loan, hire charges range from 
UKL 4.50 to UKL 20. 


Liberation Films, 2 Chlchele Road, 
London NW2 3DA. Tel. 01-450 7855/6 

Mostly 18 mm films, some video 
tapes. Focus on social issues end 
the structure of society. 


BBC Enterprises Film Hire, 
Woodston House, Oundle 
Road, Peterborough. PE2 9PZ. 
Tel. Peterborough 52257/8 

More than 1000 titles of BBC 
programmes - 16 mm film 
only. 


Concord Films Council Ltd,, 201, 
Felixstowe Road, Ipswich, Suffolk 
IP3 9BJ.TSI, Ipawlch 76012 
16 mm films, mostly dtallng with 
social Issuas. 


Central Film Library, Bromyard 
Avenue, London, VV3 7JB. 

16 mm fllma and videotapes. Some 
available on free loan. Short 
documentaries and educational. 






Tony Dowmunt 


Video with Young People 


Inter-Aotlon Inprlnt, 15 Wilkin Street, 
London NW3 3NQ. Tel. 01-2670421 


English 


1960 


UKL 2.05 
+ 

0.45 P&P 


K. Q. Jackson 
(Editor) 


Newnes Book of Video 


Newnes Technical Books,* 
Newnes-Butterworths, Borough 
Green, Sevenoaks, Kent. Tel. 
0732864567 


English 


1980 


UKL 5.95 


London Community Video 
Workers Collective 


Directory of Video Tapes 


London Community Video Workers 
Collective, do Walworth & 
Aylesbury Community Arts Trust, 
Shop 8, Taplow, East Street, London 
SE17. 


English 


1979 


UKL 2 


Media Advisory Unit 


A directory of Media Training 
Opportunities for community groups 
and voluntary organisations 


Media Advisory Unit, Community 
Service volunteers, 2nd Floor, Ralll 
Building, Stanley Street, Salford, M3 
5EF. Tel. 061 8325748 


English 


Merch 
1960 






NARVAC Audio Visual Handbook 


Kogan Page,* (see above) 


English 


1960 


UKL 9.65 
inc. P&P 




Audio-Visual Equipment and 
Materials: a basic repair and 
maintenance manual 


Bailey Bros & Swinfen Ltd.,* Warner 
House, Folkestone, ent CT198PH. 


English 


1979 


UKL 5.95 
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E. Handbooks for trainees 



Basic Skills Unit 


Workfacts 


Basic Skills Unit at the National 
Extension College (see above) 


English 


1981 


UKL 0.98 


Bill Blrtles & Patricia Hewitt 


Your Rights at Work 


National Council of Civil Liberties, 
166 Kings Cross Road, London 
WC1X9DE 


English 


1960 


UKL 1.50 


Robert Leach 


Coping with the system - a brief 
citizen's manual 


National Extension College (as 
above) 


English 


1960 


UKL 2.30 
Inc. P&P 


Ruth Sandys & Alexa St ace 


The Job Finder's Book 


Kogan Page,* (as above) 


English 


October 
1960 


Paper 
back UKL 
2.95 + 
0.55 P&P 


Various 


The Kogan Page Careers Series 
(short guides to different careers for 
school leavers, graduates and those 
seeking new careers) 


Kogan Page/ (as above) 


English 


Various 


Paper- 
backs 
UKL 1.95 
each + 
0.50 P&P 




Office Hazards Handbook 


The Women & Work Hazards Group, 
34 Qowan Road, Saltley, 
Birmingham 


English 


Jan. 1981 


UKL 1.75 




Raw Deals (booklets on: Health & 
Welfare: The Law: Housing: Jobs & 
Money) 


National Cyrenlana, 13 Wlncheap, 
Canterbury, Kent. 


English 


1960 


UKL 0.10 
each + 
postage 


F. Participation 








W. P. Anthony 


Participative Management 


Addlson Wesley Publishers Ltd.,* 
West End House, 11 Hills Place, 
London W1R 2LR. Tel. 01-439 2541 


English 


1976 


UKL 6 




Employee Participation: sources of 
help available to companies. 
Introducing participation 


Food, Drink & Tobacco Industry 
Training Board, Barton House, 
Barton Street, Gloucester. 


English 


1960 


UKL 2 
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Q. Reference books for managers - Publications from the United Kingdom 



ACAS 


Industrie*) Relations Handbook 


Advisory, Conciliation and 
Arbitration Service, Available from: 
HMSO,* 49 High Holborn, London 
WC1V8HB Tel 01.Q28 8Q77 

TWIT VI 1 W» I 91. V 1 WO Wf 1 


English 


1980 


UKL5 


M. Armstrong, T. R. Ball & C. T. Pace 
(Editors) 


Personnel and Training 
Management Yearbook & Directory 


Kogan Page,* (as above) 


English 


7th ed. 
1979 


UKL 

10.50 


Equal Opportunities Commission 


How to Set Up a Work Place 
Nursery 


Equal Opportunities Commission, 
Overseas House, 
Quay Street, 
Manchester M3 3HN. 
Tel. 061 833 9244 


English 


1980 


Free 


Olivia F. Fairfax & John Pearce 


Teaching and instruction: an 
annotated list of resources for 
tutors and trainers 


Council for Educational Technology, 
3 Devonshire Street, 
London W1. 
Tel. 01-580 7553 


English 


1980 


UKL 7 


Thomas Kempner (Editor) 


A Handbook of Management 


Penguin* 


English 


3rd ed. 
1980 


UKL 2.50 


Karl Mackie 


The Employment Act 1960: an 
analysis 


Universities of Leeds & Nottingham 
in Association with the Institute of 
Personnel Management, 
Central House, 
Upper wobum Place, 
London WC1 
Tel. 01-387 2844 


English 


1980 


UKL 2.50 


Alan Mumford 


Making Experience Pay: 
Management Success through 
Effective Learning 


McGraw-Hill Book Co.,* 


English 


1980 


UKL 7.95 


Elizabeth Summerson & Maureen 
Davis 


Directory of independent Training & 
Tutorial Organisations 


Careers Consultants Ltd., 
12-14 Hill Rise, Richmond, 
Surrey TW106UA. 
Tel. 01-940 5668 


English 


July 1980 


UKL 3 
+ 0.90 
P&P 


W.H.Weiss 


Supervisor's Standard Reference 
Handbook 


Prentice-Hail,* 


English 


1980 


UKL 

12.30 


Reading 1 
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H. Reference books for managers - Publications from the Federal Republic of Germany 





Rahmenplan zur DurchfOhrung von 
FOrderungslehrgAngen der 
TrAgergruppe der 
Bundesarbeltsgemeinschaft 
Jugendaufbauwerk 


Bunde8arbeit8gemein8Chaft 
Jugendaufbauwerk 
HaagerWeg44 
5300 Bonn-Venusberg 


German 


1976 






Berufsvorbereltende MaOnahmen - 
Ergebnlsse In dem Berlohtejahr 
1974/75 (jahrllohe Berlchterstattung), 
In: Informatlonen for die Beratungs- 
und Vermlttlungsdlenste der 
Bundeeanstalt for Arbeit 


Bundeeanstalt for Arbeit 
Regensburger Str. 104 
6500 NOrnberg 


German 


1974/75 






Handrelchungen for LehrgAnge zur 
FOrderung der Ausblldungsreife 
Jugendlioher, DldaKtleche 
Materlallen for verschledene 
Berufsfelder 


Bundesin8tltut for 
Beruf8biidung8for8chung 
Fehrbeliiner Piatz3 
1000 Berlin 31 


German 


1977 




1. Publications from France 






Collect!! 


Le C.C.CA et les jeunes (In: 
Meunes Travalleurs') 


Comlte Centrale de Coordination de 
I'Apprentiseage (C.C.CA) 
7 Rue du Douanler Rousseau, 
75214 Paris 


French 


Sept. 
1978 




J. C. Glmonet 


Psychosoclologle des equlpes 
ftducatlves, (in: Mesenance No 3) 


U.M.M.F.R.E.O., 


French 


1979 




J. Legioux 


Outlls p&iagogiques et alternance 
(In: Mesenance No 4) 


U.M.M.F.R.E.O., 


French 


1979 
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Accompanying reading list for Section 5 - Action 

* s Material produced by these publishers can be purchased or ordered from most booksellers, thus 
avoiding additional costs for postage and packing (P&P). 



A. Staff training - Publications from ihe United Kingdom 



BACIE 


industrial Trainina Rn Arris — 

99 IW WO l| 91*9 1 IU9II9IIU 

Progress Raport Eight 


Rrltifih Atftnfilatlnn for Pnmmorrlal 

and industrial Education (BACIE), 
16 Park Crescent, London W1N 4AP. 


Enollsh 
ciiyiisii 


1Q7Q 
lor o 


1 llf 1 A* 
UKL 4. 

UKL 2 for 
m ambers 


T. H. Boydeli 


A guide to tna Identification of 
training needs 


BACIE (as above) 


English 


2nd ed. 
1979 


UKL 3: 
UKL 1.50 
for 

members 


D. Magginson & 
T. H. Boydeil 


A Manager's Quids to Coaching 


BACIE (as above) 


English 


1979 


UKL 3.30: 
UKL 1.65 
for 

members 


Engineering Industry Training Board 
(EITB) 


Tha Training Element System 


Engineering Industry Training Board 
Publications Department, PO Box 7s 


(English 




UKL 1 


EITB 


The Training of Adult Operators 


EITB Publications Dept. (as above) 


English 


Undated 


UKL 1.40 


Guild Sound & Vision 


Guild Training Catalogue of British 
Training Films 


Guild Sound & Vision Ltd., 
Woodaton House, Oundla Road, 
Peterborough PE2 9PZ. 
Tel. Peterborough (0733) 63122 


English 


1960 


Free 




Training of Trainers: First Report of 
tha Training of Trainers Committee 
1076 


HMSO*. High Holbom, London 
WC1V 6HB. 


English 


1976 


UKL 2.50 


Petar Panton 


Communication Skills 


Hutchinson* 


English 


1980 


UKL 2.95 


Cary L Cooper & David Bowles 


Hurt or Haloed? - a study of the 
personal impact on managers of 
experiential, small group training 
programmes 


Training Services Division, 
Manpower Services Commission, 
Directorate of Training and 
Information, 

Room 220, Ragant Straet, 
London W1R6DE 
Tal. 07*214 6590 


English 


1977 


UKL 1 


S. Downs 


Trainabliity Tasting 


TSD, MSC (as above) 


English 


1977 


UKL 1 



Reading list m 
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Dr. M. A. Pearn 


Selecting & Training Coloured 
Workers 


TSD, MSC (as above) 


English 


1977 


UKL1 


Dr. P. B. Warr & M. W. Bird 


Identifying Supervisory Training 
Needs 


TSD, MSC (as above) 


English 


1976 


UKL2 




Identifying Clerical Training Needs 


TSD, MSC (as above) 


English 


1980 


UKL 1 


L Dawes, J. Harvey & G. Llewellyn 


Report on Postal Survey of Adults 
on YOP Schemes 


Special Programmes Division, MSC 
(as above) 


English 


1979 


Free 


B. Staff training - European publications 




CEDEFOP 


Vocational Training Bulletin 1979 
No 4 - Training of Trainers 


CEDEFOP, 

Bundesallee 22, 1000 Berlin 15. 


Danish 

German 

French 

Italian 

Dutch 

English 


1979 





Council for Cultural Co-operation 


Training of Trainers and 
Underprivileged Groups 


Council for Cultural Co-operation, 
Council of Europe, Librairie 
BergerLevrault, Place 
Broglle, 67081 Strasbourg, France. 


French 


1981 


Free 


C. Selection procedures/Interviewing - publications 




M. a Klllcross & W. T. G. Bates 


Selecting the Younger Trainee 


Training Services Division, MSC (as 
above) 


English 


1980 


UKL 1 


MSC & Community Service Unit at 
NCVO 


YOP: Recruitment and Appointment 
of Staff 


Special Programmes Division, MSC 
(as above) 


English 


1981 


Free 


J. S. Gough 


Interviewing in 26 Steps 


BACIE (see above) 


English 


1978 


UKL 1.90: 
0.95 

members 


Ian MacKay 


A Guide to Asking Questions 


BACIE (see above) (j 


English 


1980 


UKL 3: 
1.50 

members 



Harold F. Lock 


Interviewing for Selection 


NFER publishing*, Darvllle House, 2 
Oxford Road East, Windsor, Berks. 
Tel. Windsor 69345. European 
Orders: 

Global Book Resources, 109 Great 
Russell Street, London WC1. 


English 


1975 


llkl 1 7R 

Inc. P&P 
+ 10 % 
overseas 
orders 


D. Publications from France 




C. Cuche & C. Dezandre 


Rennee: une action experimental 
d'aide a Plnsertion professlonnelle 
dee jeunee 


Actuallte* de la formation 
permanente No. 67 Centre Saffon, 
Cedex, Tour Europe, 99081 Paris la 
Defense. 


French 


May 1975 




A. Ballter & J. G. Meilhac 


Formations en alternance: 
experiences franchises 


Agence Natlonale pour le 
Developpement de I'Educatlon 
Permanente Tour Franklin Cedex 11, 
92081 Paris la Defense. 


French 


March 




J. Rosslgneux 


Documents sur le preformation 


D.A.F.C.O., 

31 Rue Mouge, 21033 Dijon. 


French 







Reading list 
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g Reading list for Section 6 - Evaluation 

There Is very little appropriate published material devoted entirely to evaluating vocational 
preparation programmes, However many of the publications mentioned above Include elements 
of evaluation. In addition, however, there Is a large and relevant evaluation programme being 
undertaken by the Initiatives associated with the European Community Action Programme : From 
school to working life. 

To make contact, write to: Ifaplan Gesellschaft for angewandte and ask to be placed on the 

Sozlalforschung und Planung GmbH distribution list of their regular 
StadtwaldgOrtel, 33 newsletter. (Issue No 6, January 1981 

D-5000 Kfiln 41 contains material on evaluation.) 



Publications of the European Communities 



Olav Magnusaon, Institute of 
Education, European Cultural 
Foundation 


Analysis of Vocational Preparation 
In the Member States of the 
European Community 


Commission of the European 
Communities, Office for Official 
Publications of the European 
Communities 
L-2985 Luxembourg 


Qerman 

Dutch 

Danish 

French 

Italian 

English 


1976 


DKR 
20,70 
FF17 
LIT 3150 
UKL2 


Or A, P. O'Reilly 


A Survey of the Role of Pilot 
Schemes and Studies for Young 
Persons 


Commission of the European 
Communities, Directorate General 
for Employment, Social Affairs and 
Education, 200 rue de la Lol, 
1049 Brussels 


Danish 

Qerman 

French 

Italian 

Dutch 

English 








The European Community and 
Vocational Training 


Commission of the European 
Communities (as above) 


Danish 

English 

French 

Qerman 

Italian 

Dutch 


October 
1980 


Free 



Publications of the Council of Europe 



Council for Cultural Cooperation of 
the Council of Europe 



ERIC 



Adult education, employment and 
underprivileged groups 



Council for Cultural Cooperation, 
Council of Europe, Llbralrle 
Berger-Levrault, Place Broglle, 67081 
Strasbou|,R8je 



French 


1979 


English 





Yves Deforge 


Living Tomorrow,,, An Inquiry Into 
the preparation of young people for 
working life In Europe 


Council (or Cultursl Co-operation 
(as above) 


French 
English 


1980 




Other European publications 
Youth unemployment - European publications 


Tony Klnsella 
(Researcher) 


Youth Unemployment, Causes, 
Cures Attitudes, Proposals & 
Figures 


The Council of European National 
Youth Committees, (CENYC), 120 
Rue du Cornet, 1040 Bruxelles 


English 
French 
Norwe- 
gian 


February 
1978 
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g CEDEFOP publications 

A. The following are relevant CEDEFOP publications concerned with youth unemployment, vocational 
training and vocational preparation: 



0. Youth unemployment and vocational training - Material and 
social I standing of young people during transition from school 
M to work In Ireland, (1980? 

10. Dlsoccupazlone glovanlle e formazlone professionals 
Condlzlonl matsrlall e socials del glovanl durante la translzlone 
dalle scuolaallavoro In Italia. (1980)* 
Available only In Italian. 

11. Youth unemployment and vocational training - Material and 

IIAWIiWJJ PJ°P |e , d ff P trflnsl,lon ,rom Mhool 
to work In the United Kingdom. (1980)' 

12. Statut materiel et social des Jeunes lors du passage de I'e'cole 
a la vfe active en Belglque. (10B0)* 
Available only In French. 



training and vocational preparation: 

1. Youth unemployment and vocational training - A Conference 
Report. (1977) 

Published In English, French and German. Now available only 
In French. 

2. Emergency measures for the employment and training of 
young people In the European Communities. (1978) 

3. Occupational choice and motivation of young people - Their 
vocational training and employment prospects - Surveys on 
Member States of tho European Communities. (2nd edition, 1980) 

4. Occupational choice and motivation of young people - Tnelr 
vocational training and employment prospects In the European 
Community - 
A synthesis report. (1980)' 

5. Vocational preparation of unemployed young people. (1980) 
Now available only In French and German 

6. Jugendarbellsloslgkelt und Berufsblldung. Sozlsler und 
meterieller Status von Jugendllchen belm Obergang von der 
Schule zum Beruf In der Bundesrepubllk Deutschland. (1980)' 
Available only In German. 

7. Ch6mage des jeunes et formation professlonnelle Statut 
materiel et social des jeunes lors du passage de I'ecole a la 
vie active en France. (1980)' 
Available only In French. 

8. Jeugdwerklooaheld en beroepsopleldlng 
De eoclale en materlflle status van jongeren blj de overgang 
van school naarwerk In Nederlend. (1980)' 

Available only In Dutch. 

B. The following CEDEFOP publications concerning vocational training and equal opportunities 
or women are listed, because of the evidence that many vocational preparation projects face 
the challenge of providing opportunities for women, and sometimes have difficulty In 
establishing suitable programmes. 



13. Youth unemploymont and vocational training - Material and 
social status of young people during transition from school 
to work - Synthesis report.* 



14. Youth unemployment end vocational training - publications 
of the EC Member States - selscted bibliography. (1980) 

15. Youth unemployment and aiternance training In the EEC - 
Conference reuort. 11981]' 



18. Youth unemployment and vocational training - material and 
social standing of young people during transition from school 



to work - Conference report 1961 



1. Equal opportunities end vocational training - A seminar 
report. (1978) Now available only In French 

2. Equal opportunities and vocational training - Training and 
labour market policy measures for the vocational promotion 
of women In the Federal Republic of Germany. (1981) 

3. Gelljke kansen in de beroepsopleldlng - Maatregelen op het 
gebled van het opleidlngs- en arbeldsmarktbelefd voor de 
verbeterlno van j de beroepsposltle van vrouwen In Nederland. 

er|c^ y ln 6u * ch ' Stock 8xhau8tfld 



7. Parlta dl opportunity nella formazlone professionals Interventl 
dl carattere formatlvo a favore dell'occupazlone e della 
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Published only In Italian, Stock exhausted. 
8. Egallte 1 des chances st formation professlonnelle Actions de 
formation en favour de I'emplol et de la formation 
professlonnelle des femmes en Belglque. (1979) 
Published only In French and Dutch, Stock exhausted 



4, Uge mullgheder I erhvervsudcfannetsen Uddannelses- og 
aroajdamarkedspolltlske foranstaltnlnger III stotte for 
aelverhvervende kvlnder I Danmark. (1979) 

Available only In Danish, Stock exhausted, 

5, Equal opportunities and vocational training - training and 
• labour market policy measures lor the vocational promotion 



10, Women and vocational training - Publications In the EC 
Member States, st acted bibliography (2nd edition I960) 



9, Equal opportunities and vocational training - Training and 
labour market policy measures for the vocational promotion 
of women In Ireland, (1980) 



of women In France, (19B1) 
6, Equal opportunities and vocational training - training and 
labour market policy measures for the vocational promotion 
of women In the United Kingdom, (1979) 



C. In 'Continuing education and training - File of Innovations In the EEC Member States (1979)' 
- the reader will find listed a large number of projects concerned with people In the transition 
from education to working life. 



D. Descriptions of vocational training systems 

1. CEDEFOP Is publishing a series of descriptions of vocational training systems in each of 
the Member States of the Community. Them will eventually be published In all of the 
Community languages. In 1981 the reports on the following countries are available: Belgium, 
Denmark, France .Ireland .Italy .Luxembourg .Netherlands 

2. A comparative study of the vocational training systems In the EC Member States. 
Available In German In 1961 - available in English, 1982* 

3. A comparative study on the financial, legal and organizational structure of vocational 
training - Federal Republic of Germany, France, Italy, United Kingdom. (1981) 



E. Periodicals 
CEDEFOP publishes: 
CEDEFOP News 

The bulletin on Vocational Training/ 

Both contain information which may be relevant to vocational preparation, and in particular 
the following numbers of the Bulletin may be useful: 

1979 - No 2/3 -A common policy of vocational training?, Training projects for young people 

1979 - No 4 - Training of trainers 

1980 - No 4 - Linked work and training for young persons in the European Community 



a CEDEFOP publications can be obtained directly from CEDEFOP, Alternatively those marked with an* can be obtained through the Office for 
Co Official Publications of the European Communities In Luxembourg or Its agents In the Member States, These are listed Inside the back cover of 
M this publication, 



List of useful addresses 



The following Is a list of some of the 
agencies In the EC Member States 
which are likely to be able to offer 
Information, advice, support or, In 
some cases, resources and funding 
for vocational preparation Initiatives. 

The type and number of entries for 
each Member State differ and this 
reflects contrasting forms of national 
organization, as well as the subjective 
nature of Information compiled on 
the basis of Individual 
recommendations as to the most 
relevant entries. For Instance, In some 
Member States, It Is clearly more 
appropriate to approach regional 
manpower agencies or advisory 



boards, so where possible, regional 
offices have been listed. 

The list Is not comprehensive as 
the Intention has been to provide a 
starting point for those wishing to 
look Into the possibility of setting up 
vocational preparation Initiatives. 

While every effort has been made 
to ensure ihat the Information 
contained here was accurate at the 
time of going to press, no guarantee 
can be made as to Its continuing 
accuracy. Nor Is there any guarantee 
that agencies listed can deal with 
enquiries In anything other than the 
appropriate national language. 



Belgium 

Office Nationals de I'Emploi 
(ONEM) 

7, Boulevard de PEmpereur 
B-1000 Bruxellea. 



Arbe]d8direktoratet t 
(Directorate of Labour) 
Adelgade 13, 
1304 Kebenhavn K. 



Denmark 

Undervlaningamlniateriet, 
(Ministry of Education) 
Frederlkaholms Kanal 21-25, 
1220 Kobenhavn K. 

Arbejd8mlnlaterlet, 
(Ministry of Labour) 
Lakaegade 19, 
1063 Kobenhavn. 

Dlrektoratet for arbejda- 
markedauddannelaerne, 
(Directorate of adult 
vocational training) 
Norre Voldgade 16, 
1359 ftebenhavn K. 

Dlrektoratet for 
erhverv8uddannel8erne, 
(Directorate for technical and 
vocational education) 
Helbro Ptads 4, 
1200 ftebenhavn K. 
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Federal Rc bile of 
Germany 

Bundealnatltut f Or Berufsblldung 
(BIBB) 

Fehrbelllnger Plate, 3 
1000 Berlin 31. 

Bundeaanatalt f Or Arbeit 
Regen8burger Str. 104 
8500 NOrnberg. 

Deut8Che8 Jugendlnatitut 
Saaratr. 7 
8000 MQnchen 

Bundesarbeitsgemelnschaft 
der Frelen Wohlfahrtspflege e.V. 
Franz-Lohe-Str. 19 
5300 Bonn 

Das Dlakoniache Werk 
Staffenberg8tr. 76 
7000 Stuttgart 

Deutacher Parltfltlacher 
Wohlfahrt8verband 
Helnrlch-Hoffmann-Str. 3 
6000 Frankfurt/Main 



Deutscher Caritaaverband e.V. 
Karlatr. 40 
7800 Freiburg 

Bunde8mlnl8ter for 
Bildung und Wlsaenachaft 
Streaemannatr. 2 
5300 Bonn-Bad Godesberg 

Bundeaminiaterlum fOr 
Jugend, Famllie und Geaundheit 
Kennedy-Allee 105/107 
5300 Bonn 2 

Bundeaminiaterlum fOr 
Arbeit und Sozlalordnung 
Rochuaatr, 1 
5300 Bonn-Duladorf 

Bund-Lflnder-Kommlaalon fOr 
Blldungaplanung und 
ForschungsfOrderung 
Frledrlch-Ebert-Allee 39 
5300 Bonn 1 

Stflndlge Konferenz der 
KultU8mlnl8ter der Lflnder 
in der Bundesrepublik 
Deutachland 
Naaaeatr. 8 
5300 Bonn 1 

Pfldagoglache Arbeltaateile 
dea Deutachen 
Volkahochachulverbandea 
Hofzhauser Str. 21 
6000 Frankfurt/Main 
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Bunde sar be Itsgems I nschaf t 
Jugendaufbauwerk 
Haager Weg 44 
5300 Bonn-Venusberg 

Jugendsozlalwerk e.V. 
MQnchener Str. 38 
6000 Frankfurt/Main 

Arbelterwohlfahrt 
Ollenhauerstr. 3 
5300 Bonn 



France 

Miniature de I'Education Service 
de la formation continue, 
107, rue de Grenelle, 
75007 - Paris. 
Tel. Paris 550.10.10 

Ministers du Travail et de la 
Maln-d'CEuvre, 
127, rue de Grenelle 
75700 - Paris. 
Tel. Paris 567.55.44 

Ministers de la Sante et de la 
Security Sociaie, 
1, Place de Fontenoy, 
75700 - Paris. 
Tel. Paris 567.55.44 

Association Nationals pour la 
Formation Professionnelle des 
Adultes (AFPA), 
13, Place de Vllliers, 
93108 - Montreuil. 
Tel. Paris 958 90 40 

Agence Nationals pour le 

D6veloppement 

de I'Education Permanente 

(ADEP), 

C6dex 11 - Tour Franklin, 
92081 - Paris la Defense. 
Tel. Paris 776.42.21 

Comite de Liaison pour la 
Preformation des Migrants, 
4, Place F6lix Eboud, 
75012 - Paris. 
Tel. Paris 341.71.10 



Association des Centres de 
Preformation de Marseille 
(ACPM), 

Chargde d'une mission nationale 
pour la formation des 
tormateurs, 

48, Boulevard Marcel Delprat, 

13013 - Marseille. 

Tel. Marseille (91) 68.37.03 



Ireland 

An Chomhairle Oiliuna (AnCO), 
The Industrial Training 
Authority, 
Training Centre, 
Northumberland House, 
Beresford Place, 
Dublin 1. 

Tel. Dublin (01)720617 
AONTAS, 

National Association of 
Adult Education, 
14, Fltzwilliam Place, 
Dublin 2. 

Contact: Michael O'Murchu 

Trinity College Curriculum 
Development Unit, 
28, Westland Row, 
Dublin 2. 

Contact: Gary Granville 

Bord Naislunta Eolaiochta agus 
Teicneolalochta, (National 
Board 

for Science & Technology) 
Shelboume House, 
Shelbourne Road, 
Dublin 4. 

Dublin Institute of 
Adult Education, 
1-3 Mountjoy Square, 
Dublin 1. 

Contact: Father Eoin Murphy, 
Director 

Tel. Dublin (01) 740932 or 787266 

Adult Education Department, 
Maynooth College, Co. Kildare. 
Contact: Dr. Llam Carey, 
Adult Education Director 



Italy 

A. National Agencies 

Mlnlstero P.I., 

Direzione Istruzione Tecnica, 

Direzione istruzione 

Professionals, 

Viale Trastevere - Roma. 

Tel. Roma 58591 

Mlnlstero del Lavoro e PS, 
Direzione OAPL, 
Via Pastrengo, 22 
Roma. 

Tel. Roma 4683 
ISFOL, 

via Bartolomeo Eustachio, 8 
Roma. 

Tel. Roma 859730/858440 

FORMEZ, 
Via Salaria,229 
Roma. 

Tel. Roma 841101 
CENSIS, 

Piazza Novella, 2 
Roma. 

Tel. Roma 8390642 

IFAP/ANCIFAP, 

Piazza delta Repubbllca, 52 

Roma. 

Tel. Roma 479871 
ENAIP, 

Via G. Marcora, 26/28, 
Roma. 

Tel. Roma 586021 
IAUCISL, 

Via Tagliamento, 39 
Roma. 

Tel. Roma 855103 
CNOS, 

via Appla Antlca, 126 
Roma 

Tel. Roma 5137884 
ENFAPI, 

Vlale dell'Astronomia, 30 
Roma. 

Tel. Roma 59031 
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■. LM •( nglMwi vtotMoiMl traMng MMMon 
SoRuNtoo Paoa 

P. I. Oaatano Novatlo 

^fflwor i Formula* Profaaalonala, Dlrltto 
^8|u^tolatanza Oootaetlca t Probiaml 

Via Hafaaao - «100 Paaoara. 

ftol. Woda Oavtno 

> aNa Pufctttaa litrujtooa a Formazlona 



Vial Toll, ofe ax Bnaofl 
•8100 Potanza. 

% jte aa CaJafcrta 

Rag. Mafano Arturo Prlolo 

giMMW Lawo, Formazlona Profaaalonala, 

g y y M tena, ParaonaJa, Poraetazlona 

Patao Europa - 8. Maria dl Catanzaro 

88100 Catanzaro. 

Ragflaaa Gawpa/Ma 
Aw. TuNo Dana Paolara 
^MM O w aliyof^Fpmia^ Profaaalonala 
Via 8. Luola, 81 - 80132 Napoll, 

*9phm£mM$ - Momtgoa 

DottQJanattoPataoJnl 

MaiMora atta Formazlona Profaaalonala, 

MaroaiodalLavoro,8ouola 

VMaSJfrarM - 40122 Bologna. 

Nag. Carlo Bruno Bamaba 
Myn ora aWatnrtona, FormaHooa 
5 ° * » ! fo » ala, Atttvft* Cultural a Banl Amblantall 
Via 8. Franoaaoo, 17 - 34100 Trlaata. 

Ooff. AMo Oaftrftfa AmzuM 
* m i m ow ill Law©, Aaalatanza 8oclala ( 
Emtar az tona a Coqpacartooa 
Via 8. Franoaaoo, 37 - 34100 Trlaata. 

fligferiaUzfe 
Prof. LulgJ Caocrtnl 
Aaaaaaora alia Cultura 
Via Maria AdafaMa, 14 
00188 Roma. 



Atg/ona L/gurfa 

Aw. E. Bruno Valanzlano 

Aaaaaaora al Turlamo, Formailona Profaaalonala 

a Cultura 

Via Pleachi, 19 - 18121 Qanova. 

toglon* Lomtordb 

Prof. Flllppo Haion 

Aaaaaaora all'letruzlona a Formailona 

Profaailonala 

Via 8odarlnl, 24 - 20146 Mllano. 

Ragtona M%foh$ 
Rag. Oaatano Racchl 

Aaaaaaora Induatrla, Artlglanato, Formailona 
Profaaalonala a Paaoa Marlttlma 
Via OantlladaFabblano 
80100 - Anoona. 

Region* Molto 

Prof. Adolfo Uldarloo Colaglovannl 
Aaaaaaora alllatruzlona Profaaalonala a Entl 
Looall a Pubblloa latruzlona 
Via Cardaralll, 10 
88100 Campobaaio. 

fhgton* Pfmonf 

log. Giovanni Farraro 

Aaaaaaora alia Cultura a Banl Culturall 

Via Maganta, 12 - 10100 Torino. 

atfoftaPug//a 
t Vlto Notamlcola 
Aaaaaaora alia Pubbllca latruzlona 
Piazza Cadutl dl Tutta la Guerre 
70128 Bart. 

On. Antonio Sacchl 

Aaaaaaora al Lavoro a alia Formazlona 

Profaaalonala 

Vla28Fabbralo,6 

08100 Cagllarl. 

Aw. Luolano Ordlla 

Aaaaaaora al Banl Culturall a Amblantall a alia 
Pubblloa latruzlona 
Via Notarbartolo. 17 
90146 Palarmo. 

fagtofM Totctfte 
Prof. Lulgl Taaalnarl 
Aaaaaaora all'latruzlona a Cultura 
Via Farlnl, 8 - 60121 Flranze. 
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Reglone Tfntlno Alto Adlge 

Provfnofa Autonoma dl Tr$nto 

Dot!. Mauro Betta 

Aaaaaaora alia Publlca Istruzlone 

Qallarla del Leglonarl Trentlnl, 5 - 3810Trento. 

Provlnola Autonoma dl Bolzano 
Dott. Ramo Farrattl 

Aaaaaaora all'latruzlona Pubblica - Lingua 
Italians 

Qallarla Europa, 15 - 
39100 Bolzano. 
Dott. Anton Zalgar 

Aaaaaaora all'latruzlona Pubblica - Lingua 
Tadaaoa 

Via Crlapl, 1 - 39100 Bolzano. 

Reglone Umbrla 
Prof. Vananzlo Nocchl 

Aaaaaaora al Dlrltto alio Studio a alia Formaziona 
Profaaalonala Parmananta 
Via Fontl Coperte, 10 
80100 Parugla. 

Reglone Valle d'Aosta 
Prof.aaa A. Maria Ida Vlgllno 
Aaaaaaora alia Pubblica Istruzlone 
Piazza Deffeyes - 11100 Aosta. 

Reglone Veneto 

Prof. Qllberto Battlatella 

Aaaaaaora alia Formaziona Profaaalonala, 

Cultura a Informazlone 

Via Doraodura, 3907 - Palazzo Balbl - 30123 
Vanazla. 

Regions Veneto 

Rag. Luciano Rlghl 

Aaaaaaora al Lavoro a Economla 

Via Doraodura, 3907 - Palazzo Balbl 

30123 Vanazla. 



Luxembourg 

Miniature da PEducatlon Nationale 

6, Blvd. Royale 

L 2449 • Luxembourg. 

Netherlands 

Mlnlaterie van OnderwIJa en Wetenschappen 
Nleuwe Uitleg, 1 
NL-'a Qravenhage. 



United Kingdom 

Manpower Services Commission, 

Special Programmea Divialon - Central Office, 

Selkirk House, 

166 High Holborn, 

London WC1V 6PF, 



Area offices of the Special Programmes DNIslon 
of the Manpower Services Commission 

Birmingham 
24th Floor, 
Alpha Tower, 
Suffolk Street, 
Queeneway, 
Birmingham B1 1TB. 
Tel. 021 6324451 

Bristol 

Manullfe Mouse, 
Marlborough Street, 
Bristol BS1 3NU. 
Tel. 0272 279123 

Cardiff 
4th Floor, 
Phase 1 building, 
Tyglaa, 
Llanlehen, 
Cardiff CF4 5PJ. 
Tel. 0222 75321 

Cheshire 
Sefton House, 
Exchange Street East, 
Liverpool L2 3SD. 
Tel. 051 227 4811 
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Coventry 
Bankflefd House 
163 New Union Street 
Coventry CV1 2QQ. 
Tel. 0203 23581 

Dumfries (sub-office) 
139 Irish Street 
Dumfries DQ1 2NU. 
Tel. 0387 5161 

Dundee 

5 Whitehall Crescent 
Dundee DD1 4AR. 
Tel. 0382 20011 

Edinburgh J 
2-3 Queen Street 
Edinburgh EH2 US. 
Tel. 031 2251377 

Exeter 

Central Station Chambers 
Queen Street 
Exeter EX4 2RZ. 
Tel. 0392 38711 

Qiasgow 
5th Floor 
Blythwood House 
200 West Regent Street 
Glasgow Q2 4BY. 
Tel. 041 204 2877 

High Wycombe 
Dralda House 
Crendon Street 
High Wycombe 
Bucks HP 13 6LE. 
Tel. 0494 41516 

London 
6th Floor, 

19-29 Woburn Place, 
London WC1 OLU. 
Tel. 01-632 5321/7 

Manchester 
First Floor 
Alexandra House 
14-22 The Parsonage 
Manchester M3 2JA. 
Tel. 061 833 0413/0581 



Middlesbrough 


Workington (sub-office) 


9th Floor 


Stanley Street 


Corporation House 


Workington 


73 Albert Road 


Cumbria CA14 2JD. 


Middlesbrough 


Tel. 0900 4588/9 


Cleveland TS1 2RU. * 




Tel. 0642 241144 


Wrexham 


Nottingham 


Crown Buildings 


31 Chester Street 


3rd Floor 


Wrexham 


Victoria House 


Clwyd LL13 6BH. 


76 Milton Street 


Tel. 0976 261037 


Nottingham NQ1 3RE. 


Tel. QoQZ 45716 


York 




14 Coppergate 


Preston 


York Y01 1NR. 


5th Floor 


Tel. 


Unlcentre 




Lords Walk 




r res ion kmi iuu. 




Tel. 0772 59205 




Sheffield 




First Floor 




Furnlval House 




Fumlval Qate 




sneuieia o i 4PQ. 




Tel. 0742 75301 




Southampton 




Queen's Park House 




2-8 Queen's Terrace 




Southampton S01 1BP. 




Tel. 0703 34041 




Sunderland 




2nd Floor 




Lynas House 




Frederick Street 




Sunderland SR1 1LQ. 




Tel. 0783 43316 




Swansea 




2nd Floor 




Orchard House 




Orchard Street 




Swansea, 




West Glamorgan SA1 5AP. 




Tel. 0792 460355 




Wolverhampton 




2nd Floor 




Burdett House 




29-30 Cleveland Street 




Wolverhampton WV1 3HA. 




Tel. 0902 711111 
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Training Workshop Resource Unit, 
Community Projects Foundation, 
60 Highbury Grove, 
London N5 2AQ. 
Tel. 01-359 1363 



Action Resource Centre, 
9 Henrietta Place, 
London W1. 
Tel. 01-629 3826 



Community Schemes Unit, 

National Council for Voluntary Organisations, 

26 Bedford Square, 

London WC1B3HN. 

Tel. 01*636 4066 



Prectlcal Action, 
1, Manway Place 
London WIP 9 DF 
Tel. 01-5809947 



Youth Opportunities Development Unit, 
National Youth Bureau, 
17-23 Albion Street, 
Leicester LE1 6QD! 



Informetlon Technology Centre 

Consultancy Unit 

Nottlng Dale Technology Centre 

191, Freston Road 

QB - London W10 6TH 

Tel.: 01-9698942 



Tel. 0533 538811 

Youtheld, 
Tress House, 
3 Stamford Street, 
London SE1 9 NT. 
Tel. 01-928 6424 

National Workshops Association, 
26 Bedford Square, 
London WC1B3HN. 
Tel. 01-636 4066 

Employment Unit, 

National Council for Voluntary Organisations, 
26 Bedford Square, 
London WC1B 3HN, 
Tel. 01-636 4066 

National Association for the Care and Resettlement 
of Offenders (NA.C.R.O.), 
169 Clapham Road, 
London SW9 OPU. 
Tel. 01-582 6500 

Beslc Skills Unit, 
National Extension College, 
18 Brooklands Avenue, 
Cambridge CB2 2HN. 
Tel. 0223 63465 

Further Education Curriculum Review and 

Development Unit, 

Room 5/81, Elizabeth House, 

39 York Road, 

London SE1 7PH. 

Tel. 01-928 9222 Ext. 3177 

Adult Literacy Unit, 
52-54 High Holbom, 



London WC1V6RL 
Tel, 01-405 4017 
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Belglque — Belgl* 

Momfeur beige — Setyscn Staattbtad 

Rue dt Louviin 40*42 — LeuvCnStSlrSit 40-42 
1000 Brux tilts — 1000 Brutstt 
Tel 512 00 26 

Souidepoti — Agenfachappmn 

Librtine europeenne — Europese Boekhandti 
Rut dt la Loi 244 - Wtttttaat 244 
1040 Bruxtlits — 1040 Br >smi 



Rut dt la Monttgnt 34 5i© 1 1 — Bergstraat 34 
• But 11 

1000 BruitlltS - 1000 Brussei 



Schuttz Fottig 

Montergade 21 
1 1 16 Kobtnhavn K 
Til (Oil 12 M 95 

Europa Boger 

Oammtl Tory 6 — Postbo* 137 
1004 Kobtnhavn K 
Tit (Oil IS 62 73 



BR Deutechlend 

Venag Bundesametger 

B'titt Straf)e — Postfach 10 80 06 

5000 Koin 1 

Tel 1022 1 1 21 03 46 

(FtfnSChrtibtr Anftigtr Bonn 6 862 B9SI 

EU6< 

r K EAcuScpouddKnq A B 

Nunc 4 

A»nva (126) 
TqA 3226323 
Ttkti 2l94t0 eltl 

npo*T6pcuon 

BiQAiOnaiAciO MOAXO 
666c ToipiOKt^ 10 
QcooaAovixn. 
Tn> 275 271 
Ttktl 412885 hmo 



Service de vente tn France des publication* des 
Communtufts europeennes 



26 rut DtMix 
75732 Pans Ctdti 15 

Ttl 111 578 61 39 

•• Service de documentation » 

DEPP— Mtison da i Europe 
37 rut dtS FrancS'BourgtOiS 
75004 Pan! 
Tel 887 96 50 



Ireland 

Government Publications 

Saws Oitico 
OPO Arcade 
Dublin 1 

Of by post 

Stationery Othce 

Dublin 4 

Tel 78 96 44 



Italia 

Ltbrtra auto Stato 

Piuia G Verdi 10 

00196 Roma - Tel |6| 8508 

Telei 62008 

Nederltnd 

Slaatsdrvkkeni- en uttgeventbedn/t 

Chnstorfel Piantijnstraat 
Postbus 20014 
2500EA s-Grtvenhage 
Tel (070) 78 99 1 1 

United Kingdom 

H M Stationery Office 

PO Box 569 

London SEl 9NH 

Ttl (Otl 928 69 77 tit 365 



E apart a 

Librena Murtdi'Prema 

Casteuo 37 

Madrid 1 

Tel 275 46 55 



Portugal 

Livrana Senvand sari 

Rut Jofto de Deus — V( 

Amadora 

Tel 97 45 7i 

Teiei t2 709 — lilran — 



Sehwali • Suiate • Svluara 

Librairte Payot 

6. rue Grenus 
i2M ueneve 
Tel 31 69 50 



Svarlga 

Libra me C E Frttiea 

Regenngsgatan 12 

Box 16356 

103 27 Slocknotm 

Tel 06-23 69 00 



United Statu of America 

European Community information Service 

2100 M Street. N W 
Suite 707 

Washington. D C 20 037 
Tet (202) 862 95 00 



Grand-Ducha da Luxembourg 



Andre lande Andere Under "AAAcq x&PCQ Other countrJet Autrea paya Altrl paaal Andere lendtn 
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